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Foreword

The purpose of this manual is to provide working-level procedures for entering, updating, revising, and viewing
information in the Architect-Engineer Contract Administration Support System (ACASS) and the Construction
Contractor Appraisal Support System (CCASS) Automated Information Systems (AISs). Detailed requirements of
the ACASS and CCASS business processes are contained in the ACASS/CCASS policy guide. These systems
were developed to support the electronic processing of Architect-Engineer Contractor Performance Evaluations
(DD2631) and Construction Contractor Performance Evaluations (DD2626).

This manual translates business process requirements into detailed step-by-step procedures for individuals utilizing
the automated ACASS/CCASS process. This User Manual was prepared by Naval Sea Logistics Center
Detachment Portsmouth (NSLCDET PTSMH) as part of the ACASS/CCASS modernization effort for the US Army
Corps of Engineers (USACE). NSLCDET PTSMH continuously enhances the Automated Information Systems and
the User Manual to meet the needs of customers.

Please address any recommended modifications or improvements to:

ACASS/CCASS Project Manager

Naval Sea Logistics Center Detachment Portsmouth

80 Daniel Street Suite 400

Portsmouth, NH 03801-3884

E-mail: webptsmh@navy.mil

Phone: Customer Support at DSN 684-1690 x486 or Commercial (603) 431-9460 x486
Fax: Com. (603) 431-9464 (No DSN fax available)

Suggestions for modifying the ACASS/CCASS applications (problems, enhancements, and/or policy) may be
submitted via the User Feedback option on the Main Menu of each assigned level in ACASS/CCASS.


mailto:webptsmh@navy.mil
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System Overview

The ACASS and CCASS systems are web-enabled applications that are accessed via the Internet website, http://
cpars.navy.mil. The applications consist of an Internet web server and a dedicated ACASS/CCASS application
server. By definition, ACASS/CCASS information is Sensitive But Unclassified (SBU). To protect the security of
ACASS/CCASS information, all actual data entered into and retrieved from the applications are encrypted using the
security features incorporated into the web browser. Access to these systems requires a browser, which supports
128-bit encryption (sometimes referred to as strong encryption or U.S. only encryption), Netscape Communicator
6.1 or higher or Microsoft’s Internet Explorer 4.01 or higher. Additional details on browser requirements

and security are available at http://cpars.navy.mil.
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To support this workflow, each user is assigned a unique level of access by the Focal Point. ACASS and CCASS
Focal Points define a User Access Matrix that restricts access on a contract-by-contract basis, based on an
individual's assigned responsibility in the process.

USACE Districts, Major Commands, Direct Reporting Units, Wing Commanders, Systems Command (SYSCOM)
Commanders, Program Executive Officers (PEOs), Direct Reporting Program Managers (DRPMs), Headquarters
Marine Corps, Commander Military Sealift Command, and other activity heads of contracting are responsible for

overseeing the implementation of the ACASS/CCASS process within their respective organizations.
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The following paragraphs explain the correlation between defined access levels and the steps in the business
process.

Step 1 — Contract Registration. Allows general contract information to be entered by anyone assigned those
responsibilities. Contracts must be registered within 30 days after contract award.

Step 2 — Enter Proposed Ratings. Allows individuals assigned to management of specific contracts by an
Assessing Official to enter proposed ratings and supporting narrative or remarks. These ratings are relative to the
contractor’s performance for a specific contract.

Step 3 — Validate Proposed Ratings. Allows the Assessing Official (i.e. Evaluator or Rating Official) to establish
performance ratings and/or modify proposed ratings for specific contracts. The Assessing Official is required to
enter their name, title, organization, etc and forward the evaluation to the contractor for review.

Step 4 — Contractor Comments. Allows the contractor being evaluated to review the proposed ratings and
comment on any elements that may require further review or explanation. After review the contractor returns the
evaluation to the Assessing Official to continue with the workflow process.

Step 5 — Review Contractor Comments. Allows the Assessing Official to modify the proposed ratings and
narrative and/or forward the evaluation to the Reviewing Official. If ratings are modified, the original proposed
ratings are archived and then both ratings are forwarded to the Reviewing Official for review and comment.

Step 6 — Reviewing Official Comments. Allows the Reviewing Official to review the proposed ratings
recommended by the Assessing Official and the response by the contractor to ensure that the ratings are fair and
supported by objective evidence. The Reviewing Official is required to comment and close the evaluation.

Once the Reviewing Official completes the actions of step 6, the evaluation is considered complete. Completed
evaluations are copied weekly to the Federal Past Performance Information Retrieval System (PPIRS) database.
PPIRS is a warehouse of all evaluations completed by Federal agencies and is accessed by source selection
officials to support future source selections and best value decisions.



Accessing ACASS and CCASS

The ACASS and CCASS applications are accessible from http://cpars.navy.mil. The CPARS website offers
links to both ACASS and CCASS and also provides various items of interest including reference material, training
information, frequently asked questions, best practices, as well as other information. A Practice System is also
available to help users practice, learn, and understand their roles. To use the Practice System, click on Practice
System Logon located on the left side of the ACASS or CCASS web page. After reading the Practice System
instructions, click on ACASS/CCASS Online practicing located at the center of the screen and the Practice
System login screen displays.

To enter the ACASS/CCASS Production System, click on Production System Logon.

Eelease 2.1.0, September 2005

Useric: [ Passvorc: N Y R

Loginto CPARS |  Loginto ACASS | LogintoCCASS |

This System is for UNCLASSIFIED USE ONLY!

WARNING: This is a Department of Defense compnter system. This computer systemn, including all related equipment,
networks and network devices (specifically including internet access), are provided only for authorized U 5, Goverrovent use,
DOD computer systems may be monitored for all lawfil purposes, including to ensure that their use is authorized, for
raansgement of the system, to fecilitate protection against unauthorized access, and to verify seourity procedures, survavebility
and operational security. Mordtoring incledes active attacks by authorized DOD entities to test or venfy the security of this
system. During monitoring, information may be examined, recorded, copied and used for authorized purposes. A1l information,
including personal information, placed onor sent over this syetem may be monitored. Uee of this DOD computer system,
anthorized or unanthorized, constitutes consent to mondtoring of this system. Unauthorized wse may subject you to criminal
prosecution. Evidence of unanthorized use collected during monitoring may be used for adrinistrattve, criminal or adverse action
Use of this system constitutes consent to mordtoring for these purposes,

Messages: Welcome!! Questions or Concerns ? Call Curtomer Support at 603-431-2460, axt 486 or DSN 684-1690 ext, 486

Enter the appropriate User ID and Password (case sensitive). Click on Login to ACASS or Login to CCASS, as
applicable. The Reset button clears the User ID and Password boxes. The Forgot Password button allows the
user to have their password re-set and emailed to them.
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When accessing ACASS or CCASS with a new password, the following New User Information screen will display.
New users are required to change passwords and complete all fields identified with a red asterisk (*).

ACASS

New User Information

(felds identified with ®  are required)
= Current Password: I

= New Password: I 7l

= Confitm NEWI
Pasaword:

= TTzer Mare: I

=R rna] bddress: I

=L ctrvaty Mame: I
=Street Address: I

=ity State, Jip: I
=orrnercial Phone #: I
FAX # |

DSH Phore #]

[Rarve TTser Password and Information

Enter current password in the Current Password: box. Enter a new password in the New Password: box. The
password will display as asterisks. The password is case sensitive and must contain 8—15 alpha numeric
characters with no special characters, the last three passwords are kept and may not be reused, passwords must
begin and end with alpha characters, passwords cannot contain any characters more than twice in a row. (Check
New Password Help (?) for password information).

Re-enter the new password in the Confirm New Password: box.

Complete the user information. Care must be taken to keep the user’s e-mail address current/correct for the
implementation of the electronic notification system. After all required information is entered, click the Save User
Password and Information button and a confirmation pop-up screen displays. Click the OK button.

A list of all options available for a specified access level will appear on the User’'s Main Menu.



Focal Point

The Focal Point is responsible for the collection, distribution, and control of evaluations. Focal Points are key
players in the success of the ACASS and CCASS automated processes. Focal Point access is granted only upon
the completion of a signed Focal Point User Access Request Form available at http://cpars.navy.mil. Focal
Points coordinate ACASS and CCASS access (create User IDs/passwords) for a specifically assigned area of
responsibility and also have the authority to enter a manually completed evaluation. The Focal Point is also
authorized to register contracts that will require a contractor performance evaluation. The Focal Point will assist the
Assessing Official in implementing the automated ACASS/CCASS process by providing training and helping with
administrative matters to ensure that evaluations are completed in a timely manner and are of high quality.

ACASS - Focal Point

Coniract #:

Fegister a Contract
[nput a Cormpleted Esaluation
Dielete a Begistered Comtract

iew/Print Frraluations

o-Dio List
bocess Authonzation
[Erraluation Status Report
ontract Status Report

Fativgs Ietrics Report

hiatge User Profile
zer Feedback

gl:lff

Register a Contract: This option allows a Focal Point to input basic contract information into ACASS or CCASS.
The contract must be registered within 30 days after contract award. Registering a contract is the only function that
the Focal Point may perform in the automated workflow process. To register a contract, the user must be logged
on ACASS and/or CCASS as a Focal Point and the Focal Point Main Menu must be displayed. When an
evaluation is to be completed at the contract level, enter the contract number in the Contract #: box and click the
Register a Contract button. When an evaluation is to be completed at the Task/Delivery Order level, enter the
contract number in the Contract #: box and include the Order Number in the Order #: box and click the Register a
Contract button. In either case, the Contract Registration data entry screen will display. Enter the Data Universal
Numbering System (DUNS) or DUNS +4 that is applicable to the contract to be registered. If the DUNS is
unknown, click the Company Name drop-down box and select one of the options and enter the applicable company
name information in the adjacent space. Click the Continue with Contract Registration button. If more than one
DUNS number is found, a listing of DUNS numbers and associated company names and addresses will be
displayed. Click the appropriate DUNS number to continue with the contract registration process. The Register a
Contract data entry screen displays and will be pre-filled with the contractor's DUNS, name and address. Continue
with the contract registration process by entering basic contract information in the spaces provided. Required fields
are identified with a red asterisk (*). The blue question mark (?) identifies that online help is available for the data
entry field. The green tabs provide additional data entry boxes. Click each green tab and enter data in all of the
required fields (*) to register and save the contract.
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Click the Validate and Save the Contract Data button located at the bottom of the data entry screen. Click the
OK button. To return to the Focal Point Main Menu, click the Return to the Main Menu button. Return to the
Main Menu button does not save any information that has been entered.

NOTE: A contract/order only has to be registered one time. Once a contract is registered in ACASS or CCASS,
any of the contract registration fields can be later updated by entering the contract number in the Contract #: box
and, if applicable, the order number in the Order #: box and clicking the Register a Contract button.

Input a Completed Evaluation: This option allows the Focal Point to input an evaluation that has been completed
manually. It must be emphasized that the Focal Point is not part of the automated workflow process. The
Focal Point can only input a manually completed evaluation.

To input a completed evaluation, the Focal Point must be logged in ACASS or CCASS and the Focal Point Main
Menu must be displayed. Enter the contract number in the Contract #: box and the order number, if applicable, in
the Order #: box. Click the Input a Completed Evaluation button.

If the contract has already been registered, a data entry template will be displayed with the contractor’'s name,
address, and DUNS already pre-filled. The green tabs provide additional data entry boxes. Click each green tab
and fill-in the required fields (*) to enter a completed evaluation.

If the contract was not previously registered, a data entry template will be displayed, but without the contractor’s
name, address, and DUNS pre-filled. The green tabs provide additional data entry boxes. Click each green tab
and fill-in the required fields (*) to enter a completed evaluation.

The evaluation data entry template offers on-line help for all fields displayed with a blue question mark (?). Clicking
on a blue question mark will provide an explanation of the information required in the adjacent field. Click Close to
close the help window. The evaluation data entry template identifies required fields with a red asterisk (*).

When using the Input a Completed Evaluation option, the Focal Point is allowed to save an evaluation that he or
she has started to enter, but can not finish during the same Login session. Clicking the Save Data button will save
the Focal Point’s partially completed work. NOTE: DUNS, Type of Evaluation, Contract/ Task Order Award
Date, Negotiated Completion Date and Acquisition Manager must be filled in to save and close a partially
completed evaluation. When the Focal Point is ready to finish entering the saved evaluation, he or she will Login to
ACASS or CCASS and at the Main Menu enters the contract number in the Contract #: box and the order number,
if applicable, in the Order #: box and clicks on the Input a Completed Evaluation button. The evaluation that was
in the process of being entered, but was saved and closed, will be displayed for additional data entry.

When the data entry process is complete, click the Validate and Close the Evaluation button. To return to the
Focal Point Main Menu, click the Return to the Main Menu button. The Return to the Main Menu button does not
save any information that has been previously entered since the last save.

Delete a Reqgistered Contract: This option allows the Focal Point to delete a previously registered contract. To
delete a registered contract, enter the contract number in the Contract #: box and the order number, if applicable,
in the Order #: box. Click the Delete a Registered Contract button and the Delete Contract Confirmation
screen displays. Select the Confirm Delete button after verifying the correct contract is about to be deleted from
the ACASS/CCASS database. Select the Cancel Delete and Return to the Main Menu button to cancel the
contract deletion process. NOTE: Contracts that have evaluations started or completed cannot be deleted from the
ACASS/CCASS database.

View/Print Evaluations: This option allows the Focal Point to view an evaluation in a read-only format. To view
an evaluation, the user must be logged in ACASS or CCASS as a Focal Point and the Focal Point Main Menu must
be displayed. Enter a contract number in the Contract #: box and the order number, if applicable, in the Order #:
box. Click the View/Print Evaluations button and the evaluation will appear in HTML format. If more than one
evaluation exists for the same contract (and order, if applicable), a list of evaluations will display. Click on the
contract number of the evaluation to be viewed in HTML format. Click the View Evaluation as PDF button to view




the evaluation using Adobe Acrobat Reader. Once the evaluation is displayed, the user is able to view and/or print
the evaluation on a local printer. To return to the Focal Point Main Menu, click the Close button.

To-Do List: This option is a quick and efficient way for the Focal Point to monitor and check the status of pertinent
evaluations in ACASS and CCASS. Click the To-Do List button from the Focal Point Main Menu. A To-Do List
Parameters screen displays. The Focal Point can select Include All to produce a list of all evaluations that have
been started and require action within his or her area of responsibility. Select Limit by Contract Number and
enter a contract number in the adjacent field to limit the list of evaluations to a specific contract. The Focal Point
can also limit the To-Do List to a specific User Role or User by making the appropriate selections. Select the
desired parameters and include a sort option, if required. Click the Show To-Do List button.

ACASS
To-Do List Parameters
@ Include All
' Limit by Coniract Number: I
) Limit by User Role: (Select from List) =l
' Limit by User: {Select fram List) =l

Sorthy : (1| Contract Numherj
(2 (Mane) j
(3 (Mane) j

. howr To-Dio List
. Feturn to the hlain henn

A list of evaluations will display based on the parameters selected by the Focal Point. The To Do List identifies, for
each evaluation, the action required and the name of the individual responsible for completing the action. To return
to the To-Do List Parameters screen, click the Return to the To-Do List Parameters button. The Return to the
Main Menu button returns the user to the Focal Point’'s Main Menu.

Access Authorization: This option is used by Focal Points to provide access to ACASS and CCASS, to modify
existing user accounts, to view a list of existing users, to transfer access from one user to another, and to assign an
Alternate Focal Point. To provide access to ACASS and/or CCASS, the Focal Point must complete an Access
Authorization Matrix (described below). An Access Authorization Matrix is required for all personnel involved in the
automated workflow for the contracts within the Focal Point's area of control. The “role” or level of access assigned
to an individual is based on information that the Focal Point receives from project management teams (and the like)
for the contracts that require evaluating contractor performance.

ACASS

Access Authorization Menu

reate Mew User Access

IvIodifyr Exsting User fccess

[View Exdsting User Access

[Transfer Uzer Access to Another User

o zzion Alternate Focal Point
JFetum to the Main Ienu
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Create New User Access: To create a new user account or to give an existing user access to a new contract
number, click on the Access Authorization button located on the Focal Point Main Menu. Click the Create New
User Access button from the Access Authorization Menu. The Create New User Access screen displays.

ACASS - Create New User Access

Delete All |

1. Enter Contract(s): Contract I Order:l ||7 DElETE

2. Select User Role: |(Se|ec1 ser Role) j

3. Enter Hew User MNarne: I

Ernail: I {optional new wsers only)
or Select Exsting User: Caarch | I Celete |
4. Add User: Add User |

| |User Eole |Use1' Name |User Ema.i.llUser Illl Coniracis |User Type |

reate Tser Locess Ilatrix
lear &11 Diata
turn to the Lccess Authorization Menu

turn to the Ilain Mlenn

In step 1 the Focal Point must enter the Contract Number and Order Number, if applicable, and then click the Add
button for each contract and order number entered. If an incorrect contract or order number is entered after clicking
Add, highlight the incorrect contract number and click on the Delete button. In step 2, select the user role from the
Select User Role drop-down box. In step 3, the Focal Point will enter a New User Name (First Name and Last
Name only) and Email (optional, but recommended) or will Select Existing User. To select an existing user, click
the Search button and the Search for existing Government (or Contractor) Users: window will display. Enter
the full or partial last name and click on the Search button. A list of existing user names will display. Click on the
desired name and the name will appear in the Select Existing User box. The Delete button removes the selected
user name from the Select Existing User: box. In step 4, click the Add User button after entering the information
required in steps 1 through 3. The Focal Point should repeat steps 2 through 4 as necessary to provide access to
the contracts and order numbers identified in Step 1. A matrix will display containing each entry.
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ACASS - Create New User Access

1. Enter Contract(s):

Contract: | Order: |

| [Add | [ras 11267 5555

2 Select Uzer Role:

3. Enter New User Narne: | |

|(Se|ect User Role)

: | | {opfional new users only)

or Select Exsting User: - | | -
User Role User Name User Email User Id | Coniracts User Type
Delete | Contract Data Entry  |JOHN DOE | jobhn doei@mnasy mnil N4511287T 5555, | Hewr
Delete | Assessing Official Rep |BETTY LOU  [betty lou@ ey mil MASI128TT 2555, | Hew
Dielete | &ssessing Official TAWES JONES |jataes jones@navy i N4511287T 5555, | Hewr
Dielete | Contractor Bep LAURL SLY | lslyw@ey com MASI128TT 2555, | Hew
Delete | Reviewing Official DAN SMITH | dan sraithifinasy mil M4511287T5555; | New

reate Uzer Access Inlatr
lear &1 Diata
turn to the Lecess Authornzation Ilenn

turn to the Iiain Wiz

To delete a user from the matrix, click the Delete button located to left of the users role. The Clear All Data button
clears all data entered in the matrix. After all contracts/orders, roles, names, and emails have been entered, click
the Create User Access Matrix button. A User Access Authorization Matrix displays.

User Access Authorization Matrix
Flease review the following User Ilatrix

User Role User Name User Email User Id) Coniracts User Type
Contract Data Entry |JOHN DOE |johsdoei@ ey il MA51128TT 5555, Hew
L gzezzing Official Rep|BETTV LOT  |betty Jow@nay rol MA51128TT 5555, Hew
£ zzessing Official JAWES JOWES |james jonesi@nawy rul HA51128TT 5555, |Mewr
Contractor Bep LATRS LY |lslyiEzy.com MA51128TT 5555, Hew
Revigwing Official D&M SMITH  |dan sredthi@resy il MAS1128TT 3555, | Hewr

uthorize Access to these Users
odify &ccess Ivfatrix to Correct Ivlistakes

turn to the hiain hienn
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This screen presents an opportunity for the Focal Point to review information for accuracy. If information has been
entered incorrectly, click the Modify Access Matrix to Correct Mistakes button and the previous screen will
display allowing the Focal Point to make the required changes. If all information is correct, click the Authorize
Access to these Users button. The completed User Access Authorization Matrix displays providing User Role,
User Name, User Email, User ID, Password, Status ("Authorized” indicates the access was created), Contracts and
User Type. ltis advisable to print the matrix for future reference as Focal Points must advise new users of their
User Id and Password. Click on Return to the Access Authorization Menu or Return to the Main Menu, as
applicable.

User Access Authorization Matrix
i ceess has been authorized for the following users to the associated Clontracts.
Flease print this page (in landscape) and inforea the new users of their userid and password settings.
These users will be recpuired to change their passwords the first time they login to the application.
User Role User Name  User Email User Id Password * Status ** Coniracls Usex Type
Contract Data Entry - JOHN DOE  johndoe@mnavy il JODOE eppl]JUWE  Authorized M4511287T 5555, Hew
Assessing Official Bep BETTY LOU ety lou@nevyrral BELOU YuSPIGEE Authonzed HAS11287T2555; Hew
& zzessing Official T&MES JONES james jones@nay poil JTOMNES wzzgsShv Luthorzed N4511287T5555, Hewr
Contractor Rep LAUERL SLY  Lshy@xzy.com LASLY VdTDmSt Authomzed N4511287T5555, HNew

Feviewing Official ~ DAN SMITH  dansmith@navyrmid DSMIT SxEkzhl) Authorized N4511287T5555; Hew
* MNote: *** in the Password colurmn indicates an exasting user.
** Note: if the Status indicates Failed, please contact the customer support desk for assistance.

turn to the &ccess Authorization Ifen]

turn to the Iian Ienn

Modify Existing User Access: This option allows the Focal Point to change existing users’ access level; to
remove users’ access to contracts; to reset passwords; to update users’ profile information; and to delete users
from the ACASS or CCASS applications. To access the Modify Existing User Access option, click the Access
Authorization button on the Focal Point Main Menu. Click the Modify Existing User Access button from the
Access Authorization Menu and the Modify Existing User Access Screen displays.

ACASS - Modify Existing User Access
Select a Contract: |(Select Contract) | or User: | (Select User) ©

“iew Access |

Users Authorized by You:

| |usER waME |usER m|PasswoRD |UsER ROLE| |

turn to the Aeocess Suthonzation Men]

tirn to the Llain ienu

To modify existing user access by contract, click the Select a Contract drop-down box and all contracts
authorized by the Focal point will display. Select the desired contract and click the View Access button. The
Users Authorized by You: matrix displays.

13



ACASS - Modify Existing User Access

Select a Contract: I M4511287 TE555 'l ot aer: (SE'ECt USEr:l il

Wiew Access |

Users Authorized by You:

USER NAME USER ID | FASSWVWORD | TSER ROLE

[Delete User] |[Mlodifyy] |BETTY LOU [Change Profile] |BELOW | [Reset] I zzessing Official Fep
[Delete User] |[Mvodify] |DAM SKITH [Change Profile] |DSMWIT | [Beset] Besnewing Official
[Delete Uzer] |[Mlodify] |JALES JOMES [Change Profile] | JIOMES | [Feset] I zzessing Official
[Delete Tzer] |[Mlodify] |JOHN DOE [Chanee Profile] JODOE |[Beset] Contract Data Entry
[Delete Tser] |[Miodify] |LATERS STV [Change Profil]  |LASLY |[Besef]

tum to the Lecess Authorization Ivenn
turn to the Iiam hienu
A list of all users who have been given access to the specific contract will display and the Focal Point can then
choose to Delete, Modify, Change Profile, or Reset password, as required.

Contractor Rep

[Delete User] — Clicking on this option allows the Focal Point to delete a user from ACASS and/or CCASS.

[Modify] — Clicking on this option allows the Focal Point to modify the existing user’s role. Click [Modify] and the
Modify User Access view displays. Select the new user role from the New User Role drop-down box and click
the Modify User Access button.

[User Name] — Clicking on the user’s name allows the Focal Point to view the user’s profile information including
User ID, Name, Organization, Address, Email, and phone number(s).

[Change Profile] - Clicking on this option adjacent to a user’s name allows the Focal Point to update the user’s
profile information including Name, Organization, Address, Email, and phone number(s).

[Reset] — This option allows the Focal Point to reset a user’s password. Click [Reset] and the Confirm Password
Change pop-up box will appear and includes a new temporary, system-generated password. The Focal Point must
click the OK button to confirm and establish the new password in ACASS and/or CCASS. It is the Focal Point’s
responsibility to convey the new temporary password to the user. Click the OK button and a pop-up message
“Password has been reset” displays.

To modify an existing user’'s access by User name, click the User drop-down box and all user names that have

been authorized access to ACASS or CCASS by the Focal Point will display. Select the desired user name and
click the View Access button. The Users Authorized by You: matrix displays.

14



ACASS - Modify Existing User Access
Select a Contract: |[Select Contract) 7} or User: IBEWY LoU 'I
“iew Access |

Users Authorized by You:

USER NAME USER ID | PAS SWORD | USER ROLE Coniracts
Delete User] |[Modify] |BETTY LOW [Charge Profile] |[BELOU |[Reset Lzsessing Official Rep | )4511287T5555

Delete Uzer] | [Modify] |BETTY DO [Change Profile] |BELOW |[Eeset Contract Data Exdty | 4511273T6084
[Delete User] |Tulodify] |BETTY LOU [Change Profile] | BELO | [Reset Reviewing Official H4511224T5212

turn to the Aeccess Authorization Ivlern
turn to the Ilain e

A list of all users and the specific contracts they have been given access to will display and the Focal Point can
then choose to Delete, Modify, Change Profile, or Reset password, as required.

[Delete User] — Clicking on this option allows the Focal Point to delete a user from ACASS and/or CCASS.

[Modify] — Clicking on this option allows the Focal Point to modify the existing user’s role. Click [Modify] and the
Modify User Access view displays. Select the new user role from the New User Role drop-down box and click
the Modify User Access button.

[User Name] — Clicking on the user’'s name allows the Focal Point to view the user’s profile information including
User ID, Name, Organization, Address, Email, and phone number(s).

[Change Profile] - Clicking on this option adjacent to a user's name allows the Focal Point to update the user’s
profile information including Name, Organization, Address, Email, and phone number(s).

[Reset] — This option allows the Focal Point to reset a user’'s password. Click [Reset] and the Confirm Password
Change pop-up box will appear and includes a new temporary, system-generated password. The Focal Point must
click the OK button to confirm and establish the new password in ACASS and/or CCASS. It is the Focal Point’s
responsibility to convey the new temporary password to the user. Click the OK button and a pop-up message
“Password has been reset” displays.

Return to the Access Authorization Menu button allows the Focal Point to continue with other access
authorization options. The Return to the Main Menu button returns the user to the Focal Point Main Menu.

View Existing User Access: This option produces a list of user names that have been authorized access to
ACASS and/or CCASS by the Focal Point. To access the View Existing User Access option, click the Access
Authorization button on the Focal Point Main Menu. Click the View Existing User Access button from the
Access Authorization Menu and the View Existing User Access screen displays.
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ACASS - View Existing User Access
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To View Existing User Access by Contract, click the Contract drop-down box and all contracts authorized by the
Focal Point will display. Select the desired contract number and then click the View Access button. A list of Users
who have been given access to the specified contract will display. The User ID, User Role and Last Logon Date
are also provided. If the Focal Point would like to view the User’s profile information, click on the User's Name and
the User ID, Name, Organization, Address, Email and Phone Number(s) will appear. The [Spreadsheet] function
will export the data columns displayed into a Microsoft Excel Spreadsheet.

ACASS - View Existing User Access
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To View Existing User Access by User, click User drop-down box and all users authorized by the Focal Point will
display. Select the desired user name and click the View Access button. A list of contracts that the user has
been given access to will display. The User ID, User Role and Last Logon Date are also provided. If the Focal
Point would like to view the User’s profile information, click on the User's Name and the User ID, Name,
Organization, Address, Email and Phone Number(s) will appear.

ACASS - View Existing User Access
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Return to the Access Authorization Menu button allows the Focal Point to continue other access authorization
options. The Return to the Main Menu button returns the user to the Focal Point Main Menu.

Transfer User Access to Another User: This option allows the Focal Point to transfer ACASS and/or CCASS
access from one user to another user as the need arises. This function is particularly useful when individuals are
reassigned and no longer involved with initiating or completing evaluations.

To transfer user access to another user, click the Access Authorization button from the Focal Point Main Menu.
Click the Transfer User Access to Another User button and ACASS or CCASS Transfer User Access screen will
display.

ACASS - Transfer User Access to Another User

Transfer User Access:
1. Select From User: I[Select From User) j [C] Delete User After Transfer
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In Step 1, select a user name from the Select From User drop-down box. If the selected user no longer requires
access to ACASS and/or CCASS, click in the check box adjacent to Delete User After Transfer (a check mark will
appear in the box). This action will delete the user from ACASS and/or CCASS when the Focal Point clicks on the
Transfer Access button. In Step 2, click on the Select User Role drop-down and select the role to be transferred.
In Step 3, select the contract number to be transferred. In Step 4, the Focal Point will identify the transfer “To
User.” To select a user who already has access to ACASS and/or CCASS, click the Search button and the Search
for existing Government/Contractor Users: window displays. Enter the full or partial last name and click on the
Search button. A list of existing user names will display. Click on the desired name and the name will appear in
the Select Existing User: box. The Delete button removes the selected user name from the Select Existing
User: box. If the “To User” is not an existing user, enter the name and e-mail address of the new user in the
spaces provided. Click the Transfer Access button to complete the transfer process. NOTE: When transferring to
a New User, ACASS and/or CCASS will assign/identify the new user’s User ID and Password. It is the Focal
Point’s responsibility to convey the User ID and Password to the new user.

Return to the Access Authorization Menu allows the Focal Point to continue with other access authorization
options. The Return to the Main Menu button returns the user to the Focal Point Main Menu.

Assign Alternate Focal Point: This option allows the Focal Point to assign an individual as the Alternate Focal
Point. An Alternate Focal Point has the very same privileges as the Primary Focal Point. The Primary and Alternate
Focal Points are allowed to work in ACASS and/or CCASS at the same time to create/manage user accounts and
to run reports, etc. To assign an Alternate Focal Point, click the Access Authorization button from the Focal Point
Main Menu and the Access Authorization Menu displays. Click the Assign Alternate Focal Point button and the
Assign Alternate Focal Point screen displays.
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ACASS - Assign Alternate Focal Point
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The Focal Point must identify the designated Alternate Focal Point by entering a name in the Enter New User
Name: box, or by selecting an existing user from the Select Existing User: drop-down box. The drop-down box
includes a list of existing users that have been given access to ACASS and/or CCASS by the Focal Point. The
adjacent View button allows the Focal Point to view the existing user’s profile information, including User ID, Name,
Organization, Address, Email, and Phone Number(s). Once a new name is entered or an existing user selected,
the Focal Point will click the Assign Alternate Focal Point button. NOTE: When the Alternate Focal Point is a
New User, ACASS and/or CCASS will assign/identify the new user’s User ID and Password. It is the Primary
Focal Point’s responsibility to convey the User ID and Password to the new user. To delete the current Alternate
Focal Point, click the Delete Current Alternate Focal Point button.

Return to the Access Authorization Menu button allows the Focal Point to continue other access authorization
options. The Return to the Main Menu button returns the user to the Focal Point Main Menu.

NOTE: The remaining Focal Point Main Menu options are also applicable at various ACASS and/or CCASS access
levels. As such, each option is described in more detail in later and separate sections of this user manual. Please
refer to the Table of Contents to locate and obtain additional information on the following menu options:

Evaluation Status Report: This option allows the Focal Point to monitor the status of evaluations that have been
started or completed for each contract the Focal Point has given access to. The Evaluation Status Report will
display information as counts (e.g. number of evaluations complete) or a list of evaluations that allows the Focal

Point to gain read-only access to each evaluation. (See Evaluation Status Report Section for more specific
information)

Contract Status Report: This option allows the Focal Point to monitor the status of contracts that he or she has
given access to. The Contract Status Report will display information as counts (e.g. number of contracts due for an
evaluation) or as a list of contracts that identifies the status of each contract (e.g. current, due, overdue) (See
Contract Status Report Section for more specific information)

Ratings Metrics Report: This option allows the Focal Point to run a report that will identify the distribution of
ratings for all completed evaluations under the Focal Point’s cognizance. The report can be qualified by date or
major command. (See Ratings Metrics Report Section for more specific information)

Processing Times Report: This option allows the Focal Point to monitor the processing times for all evaluations
under his or her cognizance. For example, this report will identify the number of evaluations completed for a
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specific month and how many were completed within the 120-day goal. (See Processing Times Report Section
for more specific information)

Change User Profile: This option must be used whenever a user's name, address, email address, or phone
number changes. This option also allows users to select additional, optional email notifications and to change their
ACASS and /or CCASS password. (See User Profile Section for more specific information)

User Feedback: This option allows users to communicate suggested ACASS and/or CCASS improvements, policy
comments, and problems to system administrators and the Configuration Management Board. (See User
Feedback Section for more specific information)
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Contract Data Entry

The Contract Data Entry access level is authorized by the Focal Point to register and update basic contract
information. The contract must be registered in ACASS and/or CCASS within 30 days after contract award.

ACASS - Contract Data Entry
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Register a Contract: This option allows a user to input basic contract information into ACASS and/or CCASS.
Registering a contract is the only function that the Contract Data Entry user may perform in the automated workflow
process. To register a contract, the user must be logged on ACASS or CCASS at the Contract Data Entry level
and the Contract Data Entry Main Menu must be displayed. When an evaluation is to be completed at the contract
level, enter the contract number in the Contract #: box and click the Register a Contract button. When an
evaluation is to be completed at the Task/Delivery Order level, enter the contract number in the Contract #: box
and include the Order Number in the Order #: box and click the Register a Contract button. In either case, the
Contract Registration data entry screen will display. Enter the DUNS number (DUNS +4, if applicable) applicable to
the contract to be registered. If the DUNS is unknown, click the Company Name drop-down box and select one of
the options and enter the applicable company name information in the adjacent space. Click the Continue with
Contract Registration button. If more than one DUNS number is found, a listing of DUNS numbers and
associated company names and addresses will be displayed. Click the appropriate DUNS number to continue with
the contract registration process. The Register a Contract data entry screen displays and will be pre-filled with the
contractor's DUNS, name and address. Continue with the contract registration process by entering basic contract
information in the spaces provided. Required fields are identified with a red asterisk (*). The blue question mark
(?) identifies that online help is available for the data entry field. The green tabs provide additional data entry
boxes. Click each green tab and enter data in all of the required fields (*) to register and save the contract.

Click the Validate and Save the Contract Data button located at the bottom of the data entry screen. Click the
OK button. To return to the Contract Data Entry Main Menu, click the Return to the Main Menu button. Return to
the Main Menu button does not save any information that has been entered.

NOTE: A contract/order only has to be registered one time. Once a contract is registered in ACASS and/or
CCASS, any of the contract registration fields can be later updated by entering the contract number in the Contract
#: box and, if applicable, the order number in the Order #: box and clicking the Register a Contract button.

View/Print Contract: This option allows the Contract Data Entry user to view registered contracts in read-only
format. To view a contract, the user must be logged on ACASS or CCASS as a Contract Data Entry user and the
Contract Data Entry Main Menu must be displayed. Enter a contract number in the Contract #: box and, if
applicable, enter the order number in the Order #: box. Click the View/Print Contract button. The contract will be
displayed in read only format and the user has the option to print the contract to a local printer. To return to the
Contract Data Entry Main Menu, click the Return to Main Menu button.

Evaluation Status Report: The Evaluation Status Report at the Contract Data Entry level is unique in that the
status of the evaluation(s) is provided, but the evaluation cannot be viewed. Evaluations are not accessible at the
Contract Data Entry level because this is the only level in the automated workflow process that can be granted to a
support contractor. Support contractors are not permitted to view another contractor’s past performance
evaluations. Click the Evaluation Status Report button from the Contract Data Entry Main Menu. A list of
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evaluations and the current status of each will display. Click on the contract number of an evaluation and only the
basic contract information will display in a read-only format. Click Close to select another contract number to view.
The Return to the Main Menu button returns the user to the Contract Data Entry Main Menu.

Change User Profile/Switch Access Level: This option must be used whenever a user's name, address, email
address, or phone number changes. This option also allows users to select additional, optional email notifications
and to change their ACASS and /or CCASS password. The Switch Access Level feature is available when users
are assigned more than one level in the workflow process. (See User Profile Section for more specific
information)

User Feedback: This option allows users to communicate suggested ACASS and/or CCASS improvements, policy
comments, and problems to system administrators and the Configuration Management Board. (See User
Feedback Section for more specific information)
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Assessing Official Representative

An Assessing Official Representative has the authority to initiate and update evaluations, but does not have the
authority to send the evaluation to the Defense Contractor Representative or to finalize an evaluation.

ACASS - Assessing Official Rep
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Register a Contract: This option allows an Assessing Official Representative to input basic contract information
into ACASS and/or CCASS. The contract must be registered within 30 days after contract award. To register a
contract, the user must be logged on ACASS or CCASS as an Assessing Official Representative and the
Assessing Official Representative Main Menu must be displayed. When an evaluation is to be completed at the
contract level, enter the contract number in the Contract #: box and click the Register a Contract button. When
an evaluation is to be completed at the Task/Delivery Order level, enter the contract number in the Contract #: box
and include the Order Number in the Order #: box and click the Register a Contract button. In either case, the
Contract Registration data entry screen will display. Enter the DUNS number (DUNS +4, if applicable) applicable to
the contract to be registered. If the DUNS is unknown, click the Company Name drop-down box and select one of
the options and enter the applicable company name information in the adjacent space. Click the Continue with
Contract Registration button. If more than one DUNS number is found, a listing of DUNS numbers and
associated company names and addresses will be displayed. Click the appropriate DUNS number to continue with
the contract registration process. The Register a Contract data entry screen displays and will be pre-filled with the
contractor's DUNS, name and address. Continue with the contract registration process by entering basic contract
information in the spaces provided. Required fields are identified with a red asterisk (*). The blue question mark
(?) identifies that online help is available for the data entry field. The green tabs provide additional data entry
boxes. Click each green tab and enter data in all of the required fields (*) to register and save the contract.

Click the Validate and Save the Contract Data button located at the bottom of the data entry screen. Click the
OK button. To return to the Assessing Official Representative Main Menu, click the Return to the Main Menu
button. Return to the Main Menu button does not save any information that has been entered.

NOTE: A contract/order only has to be registered one time. Once a contract is registered in ACASS and/or
CCASS, any of the contract registration fields can be later updated by entering the contract number in the Contract
#: box and, if applicable, the order number in the Order #: box and clicking the Register a Contract button.

Initiate an Evaluation: This option allows the Assessing Official Representative to initiate the evaluation process
by entering proposed ratings and remarks. It must be noted that if the Assessing Official initiates the
evaluation, ACASS and CCASS will not allow the Assessing Official Representative to access the
evaluation for data entry purposes. To initiate an evaluation, the user must be logged in ACASS or CCASS as
an Assessing Official Representative and the Assessing Official Representative Main Menu must be displayed. If
the evaluation is to be completed at the contract level, enter the contract number in the Contract #: box and click
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the Initiate an Evaluation button. If the evaluation is to be completed at the Task/Delivery Order level, enter the
contract number in the Contract #: box and include the Order Number in the Order #: box and click the Initiate an
Evaluation button. In either case, the data entry screens display and are pre-filled with the basic contract
information and any miscellaneous information entered during contract registration. NOTE: The contract must be
registered before an evaluation can be initiated. The green tabs provide additional data entry fields. Click each
green tab to complete the Initiate an Evaluation process.

The evaluation data entry screens identify required fields with a red asterisk (*). However, the Assessing Official
Representative is allowed to save and close a partially completed evaluation without addressing all the required
fields. Clicking the Save Data button will save the partially completed evaluation. NOTE: DUNS, Type of
Evaluation, Contract/ Task Order Award Date, Negotiated Completion Date and Acquisition Manager must
be filled in to save and close a partially completed evaluation. When the Assessing Official Representative is ready
to continue working on the evaluation, simply Logon to ACASS or CCASS, click on the To-Do List (see below) and
click on the contract/order number of the evaluation to be completed. The evaluation that was previously initiated,
but was saved and closed, will be displayed for additional data entry.

Online help is available during the data entry process. Fields identified with a blue question mark (?) indicate
online help availability. Simply click on the blue question mark to obtain an explanation of the information to be
entered in the adjacent field. Ared bar —a— located beneath any of the green rating tabs indicates at least
one element has been rated for the specific performance area.

If the proposed ratings and remarks are ready for the Assessing Official’s review, click the Validate and Send to
the Assessing Official button. NOTE: All required fields must be completed at this time. The Assessing Official
will be notified via e-mail that an evaluation is ready for review. A message will appear stating that the Assessing
Official has been notified. Click the OK button. The evaluation will display in HTML format. Click the View
Evaluation as PDF button to open and view the evaluation using Adobe Acrobat Reader. The Assessing Official
Representative is now locked out of the evaluation and may now only view the evaluation. To return to the
Assessing Official Representative Main Menu, click Return to the Main Menu button. Return to the Main Menu
button does not save any information that has been entered.

Delete an Incomplete Evaluation: This option allows the Assessing Official Representative to delete an
evaluation that has been initiated, but not yet sent to the Assessing Official. To delete an incomplete evaluation,
enter the contract number in the Contract #: box and the order number, if applicable, in the Order #: box at the
Assessing Official Representative’s Main Menu. Click the Delete an Incomplete Evaluation button. The Delete
Record Confirmation screen will display. Select the Confirm Delete button to delete the evaluation from the
ACASS or CCASS database. Select the Cancel Delete and Return to the Main Menu button to cancel the
deletion of the evaluation.

View/Print Evaluations: This option allows the Assessing Official Representative to view (or print) an evaluation,
but not modify or change any of the information on the form. To view (or print) an evaluation, enter the contract
number in the Contract #: box and the order number, if applicable, in the Order #: box. Click the View/Print
Evaluations button. If more than one evaluation exists for the contract number a list of evaluations will display.
Click on the contract number of the evaluation to be viewed. The evaluation will display in HTML format. Click
View Evaluation as PDF to view the evaluation using Adobe Acrobat Reader. Once the evaluation has been
displayed, the user is able to scroll through the report and/or print it on a local printer. To return to the Assessing
Official Representative Main Menu, click the Close button.

To-Do List: This option is a quick and easy method for the Assessing Official Representative to see all the
evaluations that he or she needs to update and send to the Assessing Official for validation. The To-Do List will
also include evaluations that have been returned by the Assessing Official for rework. Click the To-Do List button
from the Assessing Official Representative Main Menu. A list of evaluations will display. Click on the appropriate
contract number and the evaluation is opened in data entry format ready for the Assessing Official Representative
to complete the required action.
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Evaluation Status Report: This option allows the Assessing Official Representative to monitor the status of
evaluations that have been started or completed for each contract that he or she has been authorized access to.
The Evaluation Status Report will display information as counts (e.g. number of evaluations complete) or a list of
evaluations that allows the Assessing Official Representative with read-only access to each evaluation. (See
Evaluation Status Report Section for more specific information)

Contract Status Report: This option allows the Assessing Official Representative to monitor the status of
contracts that he or she has been authorized access to. The Contract Status Report will display information as
counts (e.g. number of contracts due for an evaluation) or as a list of contracts that identifies the status of each
contract (e.g. current, due, overdue) (See Contract Status Report Section for more specific information)

Change User Profile/Switch Access Level: This option must be used whenever a user's name, address, email
address, or phone number changes. This option also allows users to select additional, optional email notifications
and to change their ACASS and /or CCASS password. This option also allows users to switch access levels (roles)
if the user has been granted more than one access level by the Focal Point. (See User Profile Section for more
specific information)

User Feedback: This option allows users to communicate suggested ACASS and/or CCASS improvements, policy
comments, and problems to system administrators and the Configuration Management Board. (See User
Feedback Section for more specific information)
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Assessing Official

The Assessing Official is responsible for evaluating contractor performance and for validating the proposed ratings
and remarks entered by the Assessing Official Representative(s). Assessing Officials have “signature” authority
and are allowed to forward evaluations to the contractor representative for review and comment. After receiving
and reviewing contractor comments, the Assessing Official has the authority to modify the evaluation.

ACASS - Assessing Official
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Register a Contract: This option allows an Assessing Official to input basic contract information into ACASS
and/or CCASS. The contract must be registered within 30 days after contract award. To register a contract, the
user must be logged on ACASS or CCASS as an Assessing Official and the Assessing Official Main Menu must be
displayed. When an evaluation is to be completed at the contract level, enter the contract number in the Contract
#: box and click the Register a Contract button. When an evaluation is to be completed at the Task/Delivery
Order level, enter the contract number in the Contract #: box and include the Order Number in the Order #: box
and click the Register a Contract button. In either case, the Contract Registration data entry screen will display.
Enter the DUNS number (DUNS +4, if applicable) applicable to the contract to be registered. If the DUNS is
unknown, click the Company Name drop-down box and select one of the options and enter the applicable company
name information in the adjacent space. Click the Continue with Contract Registration button. If more than one
DUNS number is found, a listing of DUNS numbers and associated company names and addresses will be
displayed. Click the appropriate DUNS number to continue with the contract registration process. The Register a
Contract data entry screen displays and will be pre-filled with the contractor's DUNS, name and address. Continue
with the contract registration process by entering basic contract information in the spaces provided. Required fields
are identified with a red asterisk (*). The blue question mark (?) identifies that online help is available for the data
entry field. The green tabs provide additional data entry fields. Click each green tab and enter data in all of the
required fields (*) to register and save the contract.

Click the Validate and Save the Contract Data button located at the bottom of the data entry screen. Click the
OK button. To return to the Assessing Official Main Menu, click the Return to the Main Menu button. Return to
the Main Menu button does not save any information that has been entered.

NOTE: A contract/order only has to be registered one time. Once a contract is registered in ACASS and/or

CCASS, any of the contract registration fields can be later updated by entering the contract number in the Contract
#: box and, if applicable, the order number in the Order #: box and clicking the Register a Contract button.
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Initiate an Evaluation: This option allows the Assessing Official to initiate the evaluation process by entering
proposed ratings and remarks. It must be noted that if the Assessing Official initiates the evaluation, ACASS
and CCASS will not allow the Assessing Official Representative to access the evaluation for data entry
purposes. To initiate an evaluation, the user must be logged in ACASS or CCASS as an Assessing Official and
the Assessing Official Main Menu must be displayed. If the evaluation is to be completed at the contract level,
enter the contract number in the Contract #: box and click the Initiate an Evaluation button. If the evaluation is to
be completed at the Task/Delivery Order level, enter the contract number in the Contract #: box and include the
Order Number in the Order #: box and click the Initiate an Evaluation button. In either case, the data entry
screens display and are pre-filled with the basic contract information and any miscellaneous information entered
during contract registration. NOTE: The contract must be registered before an evaluation can be initiated. The
green tabs provide additional data entry fields. Click each green tab to complete the Initiate an Evaluation
process.

The evaluation data entry screens identify required fields with a red asterisk (*). However, the Assessing Official is
allowed to save and close a partially completed evaluation without addressing all the required fields. Clicking the
Save Data button will save the partially completed evaluation. NOTE: DUNS, Type of Evaluation, Contract/ Task
Order Award Date, Negotiated Completion Date and Acquisition Manager must be filled in to save and close a
partially completed evaluation. When the Assessing Official is ready to continue working on the evaluation, simply
Logon to ACASS or CCASS, click on the To-Do List (see below) and click on the contract/order number of the
evaluation to be completed. The evaluation that was previously initiated, but was saved and closed, will be
displayed for additional data entry.

Online help is available during the data entry process. Fields identified with a blue question mark (?) indicate
online help availability. Simply click on the blue question mark to obtain an explanation of the information to be
entered in the adjacent field. Ared bar —a— located beneath any of the green rating tabs indicates at least
one element has been rated for the specific performance area.

The Assessing Official will click on the Return to the Assessing Official Representative button whenever the
Assessing Official determines the evaluation requires additional detail and/or clarification from the Assessing
Official Representative. The Assessing Official Representative will revise the evaluation as requested. This
exchange between the Assessing Official and the Assessing Official Representative may occur until the Assessing
Official is satisfied with the level of detail and the quality of the evaluation. The Return to the Assessing Official
Representative option is only when the evaluation is initiated by an Assessing Official Representative.

When the proposed ratings and remarks are ready for the Contractor Representative’s review and comment, click
the Validate and Send to the Contractor button. NOTE: All required fields must be completed at this time. If the
Assessing Official would like to receive a copy of the Contractor Transmittal Letter, the adjacent check box should
be checked. The Contractor Representative will be notified via e-mail that an evaluation is ready for review and
comment. A message will appear stating that a notice has been sent to the Contractor Representative. Click the
OK button. The evaluation will display in HTML format. Click the View Evaluation as PDF button to open and
view the evaluation using Adobe Acrobat Reader. The Assessing Official is now locked out of the evaluation and
may now only view the evaluation. To return to the Assessing Official Main Menu, click Return to the Main Menu
button. Return to the Main Menu button does not save any information that has been entered.

NOTE: The evaluation will not be forwarded if a Contractor Representative (with email address) has not been given
access to the contract/order by the Focal Point. In this case, after selecting Validate and Send to the Contractor,
the Assessing Official will see a pop-up box stating that a Contractor Representative (with email address) has not
been assigned and the Focal Point should be contacted to resolve the situation.

Delete an Incomplete Evaluation: This option allows the Assessing Official to delete an evaluation that has been
initiated, but not yet sent to the Contractor Representative. To delete an incomplete evaluation, enter the contract
number in the Contract #: box and the order number, if applicable, in the Order #: box at the Assessing Official’s
Main Menu. Click the Delete an Incomplete Evaluation button. The Delete Record Confirmation screen will
display. Select the Confirm Delete button to delete the evaluation from the ACASS or CCASS database. Select
the Cancel Delete and Return to the Main Menu button to cancel the deletion of the evaluation.
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View/Print Evaluations: This option allows the Assessing Official to view (or print) an evaluation, but not modify or
change any of the information on the form. To view (or print) an evaluation, enter the contract number in the
Contract #: box and the order number, if applicable, in the Order #: box. Click the View/Print Evaluations button.
If more than one evaluation exists for the contract number a list of evaluations will display. Click on the contract
number of the evaluation to be viewed. The evaluation will display in HTML format. Click View Evaluation as PDF
to view the evaluation using Adobe Acrobat Reader. Once the evaluation has been displayed, the user is able to
scroll through the report and/or print it on a local printer. To return to the Assessing Official Main Menu, click the
Close button.

To-Do List: This option is a quick and easy method for the Assessing Official to see all evaluations that are
awaiting his or her action. Click the To-Do List button from the Assessing Official Main Menu. A list of evaluations
will display. The list includes evaluations that have been started and saved by the Assessing Official; those that
have been forwarded by the Assessing Official Representative; evaluations returned by the Contractor
Representative; and finally, evaluations that have not been returned by the Contractor Representative within the
30-day comment period. Click on the appropriate contract number and the evaluation is opened in data entry
format ready for the Assessing Official to complete the required action.

When the proposed ratings and remarks are ready for the Contractor Representative’s review and comment, click
the Validate and Send to the Contractor button. NOTE: All required fields must be completed at this time. If the
Assessing Official would like to receive a copy of the Contractor Transmittal Letter, the adjacent check box should
be checked. The Contractor Representative will be notified via e-mail that an evaluation is ready for review and
comment. A message will appear stating that a notice has been sent to the Contractor Representative. Click the
OK button. The evaluation will display in HTML format. Click the View Evaluation as PDF button to open and
view the evaluation using Adobe Acrobat Reader. The Assessing Official is now locked out of the evaluation and
may now only view the evaluation. To return to the Assessing Official Main Menu, click Return to the Main Menu
button. Return to the Main Menu button does not save any information that has been entered.

NOTE: The evaluation will not be forwarded if a Contractor Representative (with email address) has not been given
access to the contract/order by the Focal Point. In this case, after selecting Validate and Send to the Contractor,
the Assessing Official will see a pop-up box stating that a Contractor Representative (with email address) has not
been assigned and the Focal Point should be contacted to resolve the situation.

The Assessing Official will use the To-Do List to review contractor comments (Action Required is “Finalize
Ratings”). The Assessing Official has the option to Accept the Ratings and Send to the Reviewing Official or
Modify the Ratings. If Modify the Ratings is selected, both the original evaluation (including contractor comments)
and the modified evaluation are stored together in ACASS and/or CCASS. Whenever a modified evaluation is
viewed, users have the option to view/print the original evaluation. If Modify the Ratings is selected, the evaluation
is modified and then forwarded to the Reviewing Official for comment, signature and completion. The contractor
will receive an automated email whenever an evaluation is completed by the Reviewing Official and can
subsequently retrieve the completed evaluation from ACASS or CCASS.

The Assessing Official will use the To-Do List to retrieve evaluations that are not returned by the Contractor
Representative within the allotted 30-day comment period (Action Required is “Contractor Overdue, Finalize
Ratings”). However, it is recommended that the Assessing Official contact the Contractor Representative to
determine if extenuating circumstances prevented the Contractor from commenting within the allotted time. The
Assessing Official will evaluate whether the 30-day comment period should be extended or if the evaluation will be
completed without contractor comment. Evaluations completed without contractor comment are annotated in the
Remarks with the following system-generated statement: “The report was delivered/received by the contractor on
XX/IXX/200X. The contractor neither signed nor offered comment in response to this evaluation.” The Assessing
Official has the option to Accept the Ratings and Send to the Reviewing Official or Modify the Ratings. Modify
the Ratings is explained in the preceding paragraph.

When the Accept the Ratings and Send to the Reviewing Official button is selected, the Reviewing Official will
be notified via e-mail that an evaluation is ready for review and comment. A message indicating that a notice was
sent to the Reviewing Official appears. Click the OK button. After accepting the ratings and clicking OK button, an
evaluation Process Feedback screen appears. Select a rating (scale of 1 to 10) from the drop-down box to rate the
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effectiveness of the evaluation process in improving communication between the activity and the contractor
evaluated. Click Save Feedback and Return to the Main Menu to return to the Assessing Official Main Menu.

Evaluation Status Report: This option allows the Assessing Official to monitor the status of evaluations that have
been started or completed for each contract that he or she has been authorized access to. The Evaluation Status
Report will display information as counts (e.g. number of evaluations complete) or a list of evaluations that allows
the Assessing Official with read-only access to each evaluation. (See Evaluation Status Report Section for
more specific information)

Contract Status Report: This option allows the Assessing Official to monitor the status of contracts that he or she
has been authorized access to. The Contract Status Report will display information as counts (e.g. number of
contracts due for an evaluation) or as a list of contracts that identifies the status of each contract (e.g. current, due,
overdue) (See Contract Status Report Section for more specific information)

Change User Profile/Switch Access Level: This option must be used whenever a user’s name, address, email
address, or phone number changes. This option also allows users to select additional, optional email notifications
and to change their ACASS and /or CCASS password. This option also allows users to switch access levels (roles)
if the user has been granted more than one access level by the Focal Point. (See User Profile Section for more
specific information)

User Feedback: This option allows users to communicate suggested ACASS and/or CCASS improvements, policy
comments, and problems to system administrators and the Configuration Management Board. (See User
Feedback Section for more specific information)
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Defense Contractor Representative

The Defense Contractor Representative is responsible for reviewing and commenting on proposed ratings and
remarks for all evaluations forwarded by the Government Assessing Official. An evaluation is required to be
prepared by the government to document contractor performance for each contract/order that meets specified
dollar values. The Defense Contractor Representative is allotted 30 days to review and comment on each
evaluation forwarded to his or company.

ACASS - Contractor Rep
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View/Print Evaluations: This option allows the Defense Contractor Representative to view (or print) an evaluation
that has been forwarded for comment or that has been previously completed in ACASS and/or CCASS. This option
does not allow Defense Contractor Representatives to enter comments on the evaluation. See the To-Do List
below to determine how to enter comments on an evaluation. To view (or print) an evaluation, enter the contract
number in the Contract #: box and the order number, if applicable, in the Order #: box. Click the View/Print
Evaluations button. If more than one evaluation exists for the contract number a list of evaluations will display.
Click on the contract number of the evaluation to be viewed and/or printed. The evaluation will display in HTML
format. Click View Evaluation as PDF to view the evaluation using Adobe Acrobat Reader. Once the evaluation
has been displayed, the user is able to scroll through the report and/or print it on a local printer. To return to the
Defense Contractor Representative Main Menu, click the Close button.

To-Do List: This option is used by the Defense Contractor Representative to review and comment on evaluations
that have been forwarded by the Assessing Official. The Defense Contractor Representative is allotted a 30-day
review/comment period starting from the date the Assessing Official forwarded the evaluation. If the Defense
Contractor Representative does not provide comments within the 30-day period, the Government may complete the
evaluation without Defense Contractor Representative comments. Defense Contractor Representatives are
encouraged to contact the Assessing Official to request an extension to the 30-day comment period whenever
extenuating circumstances arise. The Defense Contractor Representative, within the first seven days of the
comment period, may request a meeting with the Assessing Official to discuss the evaluation.

To input comments the Defense Contractor Representative must be logged on ACASS/CCASS as a Defense
Contractor Representative and the Defense Contractor Representative Main Menu must be displayed.

Click on the To-Do List button. Then locate and click on the contract number of the evaluation that has been
forwarded for review and comment. The evaluation will open in read-only format except for the fields located on the
Contractor Rep tab. Fields on the Contractor Rep tab that are identified with a red asterisk (*) are mandatory and
must be completed by the Defense Contractor Representative. Fields identified with a blue question mark (?)
indicate online help availability. Simply click on the blue question mark to obtain an explanation of the information
to be entered in the adjacent field. Ared bar =& located beneath any of the Green Rating Tabs indicates
at least one element has been rated for the specific performance area.

Click on each of the Green Tabs to review the proposed ratings and remarks. After the evaluation has been
reviewed, the Defense Contractor Representative clicks the Green Contractor Rep Tab and completes the
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required information including Name, Title, Telephone Number, Concurrence, and Remarks. To save partially
completed remarks and information, click the Save Data button. To return to the Defense Contractor
Representative Main Menu, click Return to the Main Menu. Return to the Main Menu button does not save any
of the information that has been entered.

When all required information located on the Contractor Rep Tab has been completed, click the Validate and Send
to the Assessing Official button to save the information and to return the evaluation to the Assessing Official. A
notice will be sent to the Assessing Official. Click the OK button and a Process Feedback screen appears. Select
a rating from 1 to 10 from the drop-down box to rate the effectiveness of the evaluation process in improving
communication between your company and the Government office that is evaluating performance. Click Save
Feedback and View the Evaluation or Save Feedback and Return to the Main Menu.

Evaluation Status Report: This option allows the Defense Contractor Representative to monitor the status of
evaluations that have been started or completed for each contract the Defense Contractor Representative has been
given access to. The Evaluation Status Report will display information as counts (e.g. number of evaluations
complete) or a list of evaluations that allows the Defense Contractor Representative to gain read-only access for
evaluations that are Rated or Completed. (See Evaluation Status Report Section for more specific
information)

Contract Status Report: This option allows the Defense Contractor Representative to monitor the status of
contracts that he or she has given access to. The Contract Status Report will display information as counts (e.g.
number of contracts due for an evaluation) or as a list of contracts that identifies the status of each contract (e.g.
current, due, overdue) (See Contract Status Report Section for more specific information)

Change User Profile: This option must be used whenever a user’s name, address, email address, or phone
number changes. This option also allows users to select additional, optional email notifications and to change their
ACASS and/or CCASS password. (See User Profile Section for more specific information)

User Feedback: This option allows users to communicate suggested ACASS and/or CCASS improvements, policy
comments, and problems to system administrators and the Configuration Management Board. (See User
Feedback Section for more specific information)
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Reviewing Official

The Reviewing Official is responsible for ensuring that the evaluation is a fair and accurate assessment of the
Defense Contractor's performance for the specific contract/order and performance period. The Reviewing Official
must acknowledge consideration of any significant discrepancies between the Assessing Official’s evaluation and
the Contractor's remarks.

ACASS - Reviewing Official
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View/Print Evaluations: This option allows the Reviewing Official to view (or print) an evaluation, but not modify
or change any of the information on the form. To view (or print) an evaluation, enter the contract number in the
Contract #: box and the order number, if applicable, in the Order #: box. Click the View/Print Evaluations button.
If more than one evaluation exists for the contract number a list of evaluations will display. Click on the contract
number of the evaluation to be viewed. The evaluation will display in HTML format. Click View Evaluation as PDF
to view the evaluation using Adobe Acrobat Reader. Once the evaluation has been displayed, the user is able to
scroll through the report and/or print it on a local printer. To return to the Reviewing Official Main Menu, click the
Close button.

To-Do List: This option is used by the Reviewing Official to complete the evaluation process for all evaluations
forwarded by the Assessing Official. To review and input comments on evaluations, the user must be logged on
ACASS or CCASS as a Reviewing Official and the Reviewing Official Main Menu must be displayed.

Click on the To-Do List button. Then locate and click on the contract number of the evaluation that has been
forwarded for review, comment, and completion. The evaluation will open in read-only format except for the fields
located on the Reviewer Tab. Fields on the Reviewer Tab that are identified with a red asterisk (*) are mandatory
and must be completed by the Reviewing Official. Fields identified with a blue question mark (?) indicate online
help availability. Simply click on the blue question mark to obtain an explanation of the information to be entered in
the adjacent field. Ared bar ==& located beneath any of the Green Rating Tabs indicates at least one
element has been rated for the specific performance area.

Click on each of the Green Tabs to review the entire evaluation. After the evaluation has been reviewed, the
Reviewing Official clicks the Green Reviewer Tab and completes the required information including Name, Title,
Organization, Telephone Number, and Remarks. The Reviewing Official must acknowledge consideration of any
significant discrepancies between the Assessing Official’s evaluation and the Contractor's remarks. To save
partially completed remarks and information, click the Save Data button. To return to the Reviewing Official Main
Menu, click Return to the Main Menu. Return to the Main Menu button does not save any of the information that
has been entered.

When all required information located on the Reviewer Tab has been completed, click the Validate and Close the

Evaluation button to save and close the evaluation. Click the OK button to confirm that the evaluation was closed.
An automatic email notice is sent to the Defense Contractor Representative. Click the Return to the Main Menu
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button to return to the Reviewing Official Main Menu. NOTE: That completed evaluations are copied to the Federal
Past Performance Information Retrieval System (PPIRS) to support future source selections.

Evaluation Status Report: This option allows the Reviewing Official to monitor the status of evaluations that have
been started or completed for each contract the Reviewing Official has been given access to. The Evaluation
Status Report will display information as counts (e.g. number of evaluations complete) or a list of evaluations that
allows the Reviewing Official to gain read-only access for each evaluation. (See Evaluation Status Report
Section for more specific information)

Contract Status Report: This option allows the Reviewing Official to monitor the status of contracts that he or she
has been given access to. The Contract Status Report will display information as counts (e.g. number of contracts
due for an evaluation) or as a list of contracts that identifies the status of each contract (e.g. current, due, overdue)
(See Contract Status Report Section for more specific information)

Change User Profile/Switch Access Level: This option must be used whenever a user’s name, address, email
address, or phone number changes. This option also allows users to select additional, optional email notifications
and to change their ACASS and /or CCASS password. This option also allows users to switch access levels (roles)
if the user has been granted more than one access level by the Focal Point. (See User Profile Section for more
specific information)

User Feedback: This option allows users to communicate suggested ACASS and/or CCASS improvements, policy
comments, and problems to system administrators and the Configuration Management Board. (See User
Feedback Section for more specific information)
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Command POC/Configuration Management Board Member

This access level offers managers complete visibility of the ACASS and/or CCASS process across an entire
service, agency or major command. In addition, this level is used to give access to Senior Command Officials who
require oversight of the ACASS and/or CCASS process for specific commands (called APMs) within the service or
agency. The Command POC is also able to view Status Reports, Ratings Metrics Reports, and Processing Times
Reports. The Command POC access is granted only upon completion of a signed ACASS/CCASS Command POC
Access Request Form.

ACASS - Command POC/CMB Member

Fenior Cormand Official Aeccess Authorization
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Senior Command Official Access Authorization: This option is used by the Command POC to create and
manage all Senior Command Official user accounts within the applicable service, agency, or major command.
Each Senior Command Official will be given access to an “APM” or “APMs” within the service, agency, or major
command. To provide access to ACASS and/or CCASS, the Command POC clicks on the Senior Command
Official Access Authorization button. The Senior Command Official Access Authorization Menu will appear
(below).

ACASS

Senior Commeand Official Access Authorization Menu

reate Mew User Aeocess
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Create New User Access: To provide access to a new Senior Command Official, the Command POC clicks on
the Create New User Access button located at the Senior Command Official Access Authorization Menu. The
ACASS or CCASS Senior Command Officials Authorization Matrix displays.
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ACASS - Senior Command OHTicials Authorization MMatrix
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To give APM access to an existing user: In Step 1, the Command POC selects an existing user name from the
(Select User) drop-down box and then clicks on the first Select button located beneath User Name: Clicking the
Select button will populate the first blank field with the existing user’s name. In step 2, select an APM from the
(Select APM) drop-down box and then click the ADD button located across from existing user name selected in
Step 1 to give the user access to the APM. Steps 1 and 2 can be repeated up to four times for each matrix.

To give APM access to a new user: In step 1, the Command POC enters a new user name in the first field
beneath User Name: The Select button is not required for new users. In Step 2, select an APM from the (Select
APM) drop-down box. Click the ADD button located across from the new user name entered in Step 1 to give the
user access to the APM. Steps 1 and 2 can be repeated up to four times for each matrix.

The View button allows the Command POC to view the existing user’'s name, organization, address, email address,
and phone number. The Clear button will clear a user name from the User Name box. To delete an APM from the
APM(s) box, highlight the APM and then click the Delete button. The Clear All Data button clears ALL nhames and
APMs entered on the Senior Command Officials Authorization Matrix.

After entering the User Names and APM(s), the Command POC clicks on the Create User Access Matrix button.
A Senior Command Official Authorization Matrix displays.
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Senior Command Official Authorization Matriz
Please review the following Serdor Coraroand Official Iatrie

User Name User Type | APM(s)

JTAWES JONES  |Hew FEO{ACY,
LTICESLY Hewr FEO{ACY,
JOHH WALEER |Hew FEO{ACY,
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The Command POC should review the matrix carefully for accuracy. To correct mistakes, click the Modify Access
Matrix to Correct Mistakes button and ACASS or CCASS will revert to the Senior Command Officials
Authorization Matrix (prior screen). Make the necessary corrections. If the information is correct, the Command
POC clicks the Authorize Access to these Senior Command Officials button and a Senior Command Official
Authorization Matrix displays providing User Name, User ID, Password, Status, User Type and APM(s). Itis
advisable to print the information and immediately notify new users of the system generated User ID and Password.
Click the Return to the Access Authorization Menu to create or modify additional user accounts or click on the
Return to the Main Menu button to return to the Command POC Main Menu.

Senior Command Official Authorization Matrix

Lccess has been anthorized for the following Serdor Coreevand Official users to the associated &FNs.
Fleage print this page and informm the new nsers of their usend and password settings.
These uzers will e required to change their passwords the first time they login to the application.

User Name User Id |Password |Status * |User Type | APM(s)

J&NES JONES  |JJONE  |9TBtDEhr | Authorzed |Mew PEO{ACY;
LLICESLY LELY  |TuM7ETEA |Authorzed |Mew PEO{ACY;
JOHN WALKER |JWALK |WWellife |Authorzed |Mew PEO{ACY;

* Hote: if the Status indicates Failed, pleage contact the custorner support desk for assistance.

turn to the Access Buthorization Ilen
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Modify Existing User Access by User: This option allows the Command POC to modify the access of his or her
designated Senior Command Officials. The Modify Existing User Access by User allows the Command POC to add
or delete APM(s) for a Senior Command Official or the Senior Command Official’s user account can be deleted
from ACASS or CCASS when access is no longer required. Click the Modify Existing User Access by User
button and Access Authorization screen displays.
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ACASS - Access Anthorization
Sendor Commyand Officials Aunthorized by You:
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[User Name] — Allows the Command POC to view the user’s profile information, including name, organization,
address, email address, and phone number. Click the [User Name] to see the user profile information. Click the
Close button to return to previous screen.

[Delete User] — This option is used to Delete a Senior Command Official from ACASS or CCASS. Click the [Delete
User] button and the following screen displays:

Remove all access and deleie the following user:

USER NAME |USER ID | APM(s)
AIICESLY [ASLY |PECAC)

elete User
twrn to the Becess Luthorzation Ienn

turn to the Ilain hienu

Click the Delete User button and a pop-up message displays confirming that the Senior Command Official has
been deleted from ACASS or CCASS. Click the OK button. The Return to the Access Authorization Menu
button allows the Command POC to continue with additional access authorization work. The Return to the Main
Menu button returns the user to the Command POC Main Menu.

[Modify User] — This option allows the Command POC to add or delete APM(s) for an existing Senior Command
Official. Click the [Modify User] button and the Senior Command Official Authorization Matrix screen displays
(see below). In Step 1, Select an APM from the Select an APM drop-down box and click the ADD button to give
the Senior Command Official access to the selected APM. The selected APM will appear in the New APM(s) box.
If an incorrect APM was added, highlight it in the New APM(s) box and click the Remove button. Reselect the
correct APM from the Select an APM drop-down box and click the Add button. In Step 2, if the Senior Command
Official has access to an APM that is no longer required, highlight the APM in the Current APM box and click the
Delete button. The deleted APM will appear in the Deleted APM(s) box. If the wrong APM was selected for
deletion, highlight it in the Delete APM(s) box and click the Undelete button. The APM will reappear in the Current
APM(s) box.
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ACASS - Senior Command Official Authorization Matrix

Modify Senior Command Official Access:
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After all changes have been entered, click the Modify User Access button. The Senior Command Official
Authorization Matrix displays.

Senior Command Official Authorization Matrix
Flease review the following Senior Corenand Official Invfatrix:

User Mame User Type | APNz) Delete APN(s)
JLMES JONES |Edsting  |NAVORDCEN & DIVS/DETS, |PEO(AC),
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odifyy &ccess Ivlatrix to Correct Ivlistakes

turn to the Ivlain Ienu

Review the authorization matrix to verify the information is correct. To correct mistakes, click the Modify Access
Matrix to Correct Mistakes button ACASS and CCASS will revert to the prior screen where corrections can be
made. If the information is correct click the Authorize Access to these Senior Command Officials button. A
confirmation screen will display identifying the APM(s) the Senior Command Official has been authorized access to.
The Return to the Main Menu button returns the user to the Command POC Main Menu.

View Existing User Access: This option produces a list of the Senior Command Officials who have been given
access to ACASS and/or CCASS by the Command POC. Click the View Existing User Access button and the
following screen displays:
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ACASS - Access Authorization
Sendor Cormrnand Officials Authorized by You:

(Click on @ user mama fo view fhwir profils mformation. )

USER NAME USERID LASTLOGON DATE APMs)
ALICE SLY ASLY MEVER FEO(AL)
JAMES JONES JIOHE  MEVER, HAVORDCEN & DIVSIDETS

JOHN WATKER JWALE HMEVER

tarn to the Access Authorzation Men
turn to the Meamn Bera

The report displays the Senior Command Officials’ name, User ID, Last Logon Date and APM(s).

PEO(AC)

[User Name] — Allows the Command POC to view the user’s profile information, including name, organization,

address, email address, and phone number. Click the [User Name] to see the user profile information. Click the
Close button to return to previous screen.

Return to the Access Authorization Menu allows the Command POC to perform other access authorization
options. The Return to the Main Menu button returns the user to the Command POC Main Menu.
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Evaluation Status Report: This option allows the Command POC to monitor the status of evaluations that have
been started or completed for all contracts within the respective service or agency. The Evaluation Status Report
will display information as counts (e.g. number of evaluations complete) or a list of evaluations that allows the
Command POC to gain read-only access to each evaluation. (See Evaluation Status Report Section for more
specific information)

Contract Status Report: This option allows the Command POC to monitor the status of contracts within the
respective service or agency. The Contract Status Report will display information as counts (e.g. number of
contracts due for an evaluation) or as a list of contracts that identifies the status of each contract (e.g. current, due,
overdue) (See Contract Status Report Section for more specific information)

Ratings Metrics Report: This option allows the Command POC to run a report that will identify the distribution of
ratings for all completed evaluations within the service or agency. The report can be qualified by date, Focal Point,
or major command (APM). (See Ratings Metrics Report Section for more specific information)

Processing Times Report: This option allows the Command POC to monitor the processing times for all
evaluations within the service or agency. For example, this report will identify the number of evaluations completed
for a specific month and how many were completed within the 120-day goal. (See Processing Times Report
Section for more specific information)

Change User Profile: This option must be used whenever a Command POC’s name, address, email address, or
phone number changes. This option also allows users to change their ACASS and /or CCASS password. (See
User Profile Section for more specific information)

User Feedback: This option allows users to communicate suggested ACASS and/or CCASS improvements, policy
comments, and problems to system administrators and the Configuration Management Board. (See User
Feedback Section for more specific information)
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Senior Command Official

A Senior Command Official is a senior level employee (or designated representative) who is a proponent of the
ACASS and/or CCASS applications and process. This access level is typically assigned to an employee of a major
command such as a District Office of the US Army Corps of Engineers, or the Naval Facilities Systems Command
within the Navy; or the HQ Air Force Space Command within the Air Force. This access level allows Senior
Command Officials to quickly identify the status of contracts or evaluations within their respective major command
(APM).

ACASS - Senior Commmand Official
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To-Do List: This option allows the Senior Command Official to quickly identify the actions within the command that
need to be taken to complete in-process evaluations. Click the To-Do List button from the Senior Command
Official Main Menu. A To-Do List Parameter screen displays. Select the desired parameters and sort option, if
required, and click the Show To-Do List button. The Return to the Main Menu button returns the user to the
Senior Command Official Main Menu.

ACASS
To-Do List Parameters
) Include A1l
. Limit by Coniract Mumber: I
) Limit by User Role: (Select fram List) =
' Limit hy User: {Select from List) -

Sorthy : (1) Contract Numherj
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. [Showr To-Dio List
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A list of evaluations for the Senior Command Official’'s command (APM) will display.

ACASS - To-Do List

CONTRACT

CONTRACT SWMEER DUNS EVALUATION DATE COMFLETION DATE ROLE ACTION REQUIRED ASSICNED USER

W451120100001 FRREE0RRG 071072005 07012005 Assessing Official Contractor Owerdue, Finalize Ratings 07/1072005 EETA TESTER 3
N4511201D0001 9Reee00ee 071072005 070172005 Contractor Input Coraments (Crmrdus) 0701072005 BET S TESTER 4
1451127050011 Q000000000000 OAZT2005 047272005 Reviewing Offictal Input Comments, Close Fvaloetion 0672772005 BETA TESTER &
N451127050011 FR95999059900 071072005 DA22r2005 Aseessing Officlal Contractor Owerdue, Finalize Ratings 07/1072005 BET& TESTER 3
H451127050011 SOOGER0ECEO0E 071072005 O6r222005 Contractor Input Comments (Chemdus) 071052005 BETA TESTER. 4
451127050000 Q000000000000 07212005 07012005 Revigwing Official Input Comaments, Close Bvaloation 072172005 BETA TESTER &

tum o the To-Dio List Parsmeters
Lt 1o the Main Wenu
This report displays the Contract Number, DUNS, Evaluation Date, Contract Completion Date, User Role, Action
Required, Date Assigned and the name of the person responsible for the action.

[User Name] — Allows the Senior Command Official to view the user’s profile information, including name,
organization, address, email address, and phone number. Click the [User Name] to see the user profile
information. Click the Close button to return to previous screen.

The Return to the To-Do List Parameters button allows the Senior Command Official to change the To-Do List
Parameters and run additional reports. The Return to the Main Menu button returns the user to the Senior
Command Official Main Menu.

Evaluation Status Report: This option allows the Senior Command Official to monitor the status of evaluations
that have been started or completed for all contracts within the respective command (APM). The Evaluation Status
Report will display information as counts (e.g. number of evaluations complete) or a list of evaluations that allows
the Senior Command Official to gain read-only access to each evaluation. (See Evaluation Status Report
Section for more specific information)

Contract Status Report: This option allows the Senior Command Official to monitor the status of contracts within
the respective command. The Contract Status Report will display information as counts (e.g. number of contracts

due for an evaluation) or as a list of contracts that identifies the status of each contract (e.g. current, due, overdue)
(See Contract Status Report Section for more specific information)

Ratings Metrics Report: This option allows the Senior Command Official to run a report that will identify the
distribution of ratings for all completed evaluations within the service or agency. The report can be qualified by date
or command (APM). (See Ratings Metrics Report Section for more specific information)

Processing Times Report: This option allows the Senior Command Official to monitor the processing times for all
evaluations within the respective command. For example, this report will identify the number of evaluations
completed for a specific month and how many were completed within the 120-day goal. (See Processing Times
Report Section for more specific information)

Change User Profile: This option must be used whenever a user’s name, address, email address, or phone
number changes. This option also allows the Senior Command Official to elect to receive an optional email
notification that would be sent whenever an evaluation is for “Due” to be initiated. The Change User Profile option
also allows the Senior Command Official to change his or her ACASS or CCASS password. (See User Profile
Section for more specific information)
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User Feedback: This option allows users to communicate suggested ACASS and/or CCASS improvements, policy
comments, and problems to system administrators and the Configuration Management Board. (See User
Feedback Section for more specific information)
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Senior Contractor Representative

The Senior Contractor Representative access level allows a designated corporate official to view specific
completed ACASS and CCASS evaluations. Additional features at this level allow the Senior Contractor
Representative to quickly identify evaluations that have been sent to the company for comment. Senior Contractor
Representative access is provided by the Naval Sea Logistics Center Detachment Portsmouth, New Hampshire,
upon receipt of a completed Senior Contractor Representative User Access Request Form.

ACASS - Senior Contractor Rep

iewiPrint Corpleted Eraluations

iew Contractor Beps

o-Dio List

Esraluation Status Feport

View/Print Completed Evaluations: This option allows the Senior Contractor Representative to view evaluations
that have been completed by the Government for contracts awarded to the corporation or any of its divisions or
subsidiaries. To view a completed evaluation, the user must be logged onto ACASS or CCASS as a Senior
Contractor Representative and the Senior Contractor Representative Menu must be displayed. Click the
View/Print Completed Evaluations button and the View/Print Completed Evaluations qualifier screen displays.

ACASS

View/Print Completed Evaluations
Enter one or more of the following qualifiers:

Coniract Nu.mher:l Order Number: I
Acquisition Program Manager:| Al | =
DUNS:| ALL =
Sortby : (1) Contract Numberj
(2 (Mone) j
3 (Mone) j

. L e ol i ot ) e sl s
. lear all Data

[Feturn to the Ilain hlenn

The Senior Contractor Representative can search for completed evaluations by Contract Number/Order Number,
Acquisition Program Manager (these are major commands), DUNS, and North American Industrial Classification
System (NAICS) (CCASS only). Select the appropriate qualifiers and then click the List the Evaluations that
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Meet these Qualifiers button. A list of completed evaluations will display. Click on the contract number of the
evaluation to be viewed and a new window opens and displays the evaluation in HTML format. Click the View
Evaluation as PDF button to view evaluation in Adobe Acrobat Reader. Once the evaluation is displayed, the user
is able to scroll through the entire evaluation and/or print the evaluation on a local printer. The Return to the Main
Menu button returns the user to the Senior Contractor Representative Main Menu.

ACASS - ViewPrint Completed Evaluations

(Selact a Contract Number bolow fo viewfprind the Evaluation racord)

CONTRACT NUMEER DUNE FHASE OF COMFLETION EVALUATION TYFE EVALUATION DATE CONTRACT
COMPLE TION DATE
451127050003 09000000000 Construction Final DAD72005 073172005
M451127050003 QEO0209909909 Design Final 061672005 0ar6i2005
H451127050010 Q000300909900 Design Final D& ar2005 A &2005
W451127050011 Q900000000000 Construction Interim D&272005 062172005
H451127050011 Q000300900900 Design Final 0ai272005 060172005
W451127050012 ProR009009909 Design Final 06152005 06302005
H451127050100 Q000200200900 Design Final 0a0172005 0673372004
Count: 7

turn to the ViewiPrint Evaluetions Cualifier Menu
turm to the Iiain Wenu

View Contractor Reps: This option allows the Senior Contractor Representative to quickly identify all Contractor
Representatives (and view their contact information) within the corporation who have been authorized to enter
comments on ACASS and/or CCASS evaluations. Click View Contractor Reps from the Senior Contractor
Representative Main Menu and the View Contractor Reps screen displays. The Senior Contractor Representative
can view Contractor Representatives by Contract Number, User Name, or DUNS. Select the desired option(s) and
click View. A list of contractor reps with User Name, User ID and Last Logon Date displays. Click on the User
Name to view the individual’s profile information including name, address, email address, and phone number. The
Return to the Main Menu button returns the user to the Senior Contractor Representative Main Menu.

ACASS - View Contractor Reps
Contract: |AL|_ ]' User |*E‘-|-|- ]' DUNS: | ALL ]"
Wiew |

Coniractor Reps:
USER NAME USER ID LASTLOGON DATE
BETA TESTER 4 CP4R4 Q2092005

D’Letu.m to the Men benu
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To-Do List: This option allows the Senior Contractor Representative to identify all evaluations that have been
forwarded to the corporation, its divisions or subsidiaries, for contractor review and comment. The evaluations
identified on this list require contractor review and comment and should be returned to the government by the
required due date or they may be closed by the government without contractor review and comment. Click the To-
Do List button from the Senior Contractor Representative Main Menu. A To-Do List Parameters screen displays.

ACASS
To-Do List Parameters
& Include Al
' Limithy Coniract Number: I
) Limit by User: (Select fram List) =]
) Limit hy DUNS: (Select fram List) =
Sorthy : (1}] Caontract Numberj
(2 (Mone) j
(3 (Mone) j
Shiovar To-Dio List
[Fetum to the Ilaim hienn

To view a list of all evaluations within the Senior Contractor Representative’s area of responsibility, the Senior
Contractor Representative selects Include All. Select Limit by Contract Number and enter a specific contract
number to limit the search to one contract. The Senior Contractor Representative can limit the To-Do List to a
specific Contractor Representative by selecting Limit by User and highlighting the appropriate name. Finally, the
To-Do List can be limited to one of the corporation’s assigned DUNS numbers by selecting Limit by DUNS and
highlighting the DUNS from the drop-down box. Select the desired parameter(s) and the sort option and then click
the Show To-Do List button. A list of evaluations will display.

ACASS - To-Do List

CONTRACT
CONTRACT FUMBER DUNS EVALUATION DATE COMFLETION DATE ACTION REQUIRED ASSIGNED DUE DATE VUSER
M451127050011 FOR0O0A0AcA00 07102005 Daf22r2005 Input Cormments {Crerdus) 07/1072005 020972005 BETA TESTER 4

urn o the To-Dio List Parareters
turmn fo the Miain enn
This report displays Contract Number, DUNS, Evaluation Date, Contract Completion Date, Action Required, Date
Assigned, Due Date and User Name.

[User Name] — Allows the Senior Contractor Representative to view the Contractor Representative’s profile
information, including name, organization, address, email address, and phone number. Click the [User Name] to
see the user profile information. Click the Close button to return to previous screen.

Return to the To-Do List Parameters button allows the Senior Contractor Representative to create additional To-

Do Lists. The Return to the Main Menu button returns the user to the Senior Contractor Representative Main
Menu.

45



Evaluation Status Report: This option allows the Senior Contractor Representative to monitor the status of
evaluations that have been started or completed for all contracts within the respective corporation. The Evaluation
Status Report will display information as counts (e.g. number of evaluations complete) or a list of evaluations that
allows the Senior Contractor Representative to gain read-only access to each evaluation. (See Evaluation Status
Report Section for more specific information)

Contract Status Report: This option allows the Senior Contractor Representative to monitor the status of
contracts within the respective command. The Contract Status Report will display information as counts (e.g.
number of contracts due for an evaluation) or as a list of contracts that identifies the status of each contract (e.g.
current, due, overdue) (See Contract Status Report Section for more specific information)

Ratings Metrics Report: This option allows the Senior Contractor Representative to run a report that will identify
the distribution of ratings for all completed evaluations within the corporation. The report can be qualified by date or
DUNS. (See Ratings Metrics Report Section for more specific information)

Consolidated Report: This option allows the Senior Contractor Representative to run a report that will identify all
completed evaluations, DoD contract award information, and for ACASS, the firm’s A-E qualifications from the SF
330 Part Il). (See Business Analysis Reports Section for more specific information)

Change User Profile: This option must be used whenever a user’s name, address, email address, or phone
number changes. The Change User Profile option also allows the Senior Contractor Representative to change his
or her ACASS or CCASS password. (See User Profile Section for more specific information)

User Feedback: This option allows users to communicate suggested ACASS and/or CCASS improvements, policy
comments, and problems to system administrators and the Configuration Management Board. (See User
Feedback Section for more specific information)
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Business Analysis Reports

The Business Analysis Reports access level is available to Government personnel only. The Consolidated
Report allows users to retrieve completed past performance evaluations, DoD contract award information, and
Architect-Engineering (A-E) qualifications (ACASS only). The SF330 Qualified Firm Search is available in ACASS
only and allows users to query for specific A-E qualifications in support of market research activities or whenever
emergent work requirements arise. Business Analysis Reports access is granted only upon the completion of a
signed Business Analysis Reports User Access Request Form available at http://cpars.navy.mil.

ACASS - Business Analysis Reports
Main henu
onsolidated Report
EEF330 Cualified Finm Search
harge User Profile
ser Feedback
Logoft

Consolidated Report. The Consolidated Report is used to retrieve firms’ completed performance evaluations,
DoD contract award history, and the firm’s Architect-Engineer Qualifications (SF330 Part Il). To run the
Consolidated Report, the user must be logged onto ACASS and/or CCASS at the Business Analysis Reports
access level. Click on Consolidated Report from the Main Menu and the Consolidated Report search screen
appears.

ACASS

Consolidated Report

Enter Selection Criteria: | DTHS Hurber: I

ot Find DUHS by
Contract Nu.m}:uer:l

ot

Firm Hame: I

Optional Criteria: | Start Date: I =| (A
End Drate: I—E (mmiddiyrry)

If the user has a valid DUNS Number, enter it in the DUNS Number: box. This report can also be run to meet a
specific date range (optional) by entering a Start Date: and an End Date: in the spaces provided. The small
calendars adjacent to the date fields can be used to populate the Start and End dates. Use of the calendars will
assure that dates are entered in the correct format (mm/dd/yyyy). NOTE: The Consolidated Report is also
available at the Senior Contractor Representative access level. However, the Senior Contractor Representative
can only run the Consolidated Report for DUNS numbers that are assigned to the corporation.
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http://cpars.navy.mil/

If the DUNS number is unknown, the user can search for the firm’s DUNS by entering a partial or complete contract
number, or a partial or complete firm name in the spaces beneath Find DUNS by. Click the Run Consolidated

Report button. The next screen will provide a drop-down box listing all firms that met the Find DUNS by: search
criteria.

ACASS

Consolidated REeport
Select a Firm fromn the list:

ST ABZ COMSTRUCTION, (FORTSMOUTH, MH)

Select the correct firm from the drop-down box and click the Run Consolidated Report button. If the correct firm
is not listed in the drop-down box, click the Return to the Criteria Screen button to return to the Consolidated
Report search screen. Click on the Return to Main Menu button to return to the Business Analysis Reports Main
Menu. NOTE: If a date-range (optional) is entered when using the Find DUNS by: feature, the drop-down box will
only contain the firms that have evaluations completed within the specified date range.

ACASS - Consolidated Report - 097192005

DUNS: 771771777

. ABRT CONSTRUCTION ,
View SE330 (SEP 04) I i 15 g
View SE330 {SEP 04 19 WINTER LANE Vo AN 118 &wards Vaw All 3 Evahiations

PORTSMOUTH, NH 03801 USA

Coniract Numbex Del Onder # Phase of Completion FEval Type | Eval Date |  Cwerall Rating | Recommended
GE0ZES026C DACADZSEFI234 | ENGINEERING SERVICES | FINAL |D6M372005 | SATISFACTORY | CONDITIONAL
MA51128050000 | DESIGH FINAL |08042005 | WVERY GOOD YES
M451128950000 | ENGINEERING SERVICES | FINAL [08M3/72004 | SATISFACTORY YES

n Arother Consolidated Report

turn 1o the Ivlain Menu

The Consolidated Report, for the DUNS selected, allows users to view the Architect-Engineer Qualifications
(ACASS only), DoD Contract Awards for the past three years, and all evaluations completed within the past six
years. Click on the View SF330 to open the firm’s most recent Architect-Engineer Qualifications (SF330 Part Il)
using Adobe Acrobat Reader. Click the View All Awards to see a listing of all DoD contract awards within the past
3 years. Click on View All Evaluations to view all evaluations using Adobe Acrobat Reader. Individual
evaluations can be viewed by clicking on the Contract Number of each evaluation. NOTE: If the user runs a
Consolidated Report for a parent DUNS number, ACASS and CCASS will also display DoD Contract Awards and
Evaluations for the firm'’s related or subsidiary DUNS numbers.
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SF330 Qualified Firm Search. The SF330 Qualified Firm Search is available in ACASS only. Users can search
all SF330 Part Il information that has been transferred to ACASS from the Federal Online Representations and
Certifications Application (ORCA). The SF330 Qualified Firm Search allows users to search by Experience and/or
Discipline Codes, Firm Type, and Geographic Location. To run the SF330 Qualified Firm Search, the user must be
logged onto ACASS at the Business Analysis Reports access level. Click on the SF330 Qualified Firm Search
from the Main Menu and the SF330 Qualified Firm Search criteria screen displays. As a minimum, the user must
select at least one Experience Code or one Discipline Code from the drop-down boxes AND at least one
Geographic Location.

ACASS

S5F330 Qualified Firm Search
Enter criteria from one or all of the following areas: 2

Experience FirmType | Geographic

EXPERIENCE CRITERIA: Resat |

ISeIect Experience j
Mizizuzn Fee: | Index 1: $0 to $100,000 E

Ivatch All of these Experiences:
Add

Delete

i

Ivlatch Any of these Experiences:
Add

. Reset All Criteria
. Feturn to the Ilain Lienn

Always click through the Green Tabs to make sure criteria form a prior search has been cleared. If required, click
on the Reset All Criteria button to start a new search. The blue question mark (?) indicates online help is
available. Please click on the blue question mark (?) to obtain additional information. Click the Reset button to
reset or clear criteria entered on the page (Tab). To remove a selected Experience or Discipline, highlight the entry
by clicking on it and then click the Delete button.

Experience Tab. Click on the Experience Tab, if not already selected, and select an Experience from the Select
Experience drop-down box and a Minimum Fee from the Minimum Fee drop-down box. Click the Match All or
Match Any Add button to add the Experience and Minimum Fee to your search criteria. Select additional
Experiences and Minimum Fees as needed. NOTE: Match ALL means that the search will retrieve only those
firms that match ALL of the Experiences and Minimum Fees selected. Match ANY means that the search will
retrieve those firms that match ANY (at least one) of the Experiences and Minimum Fees selected.
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ACASS

S5F330 Qualified Firm Search
Enter criteria from one or all of the following areas: il

LT | Firm Type | Geographic

DIS CIPLINE CRITERIA: 7] | Reset

ISeIect Discipline j

Add
Delete |

Ilatch &y of these Disciplines:

Discipline Tab. Click on the Discipline Tab and select a Discipline from the Select Discipline drop-down box and
enter the corresponding Minimum Personnel in the space provided. Click the Match All or Match Any Add button to
add the Discipline and Minimum Personnel to your search criteria. Select additional Disciplines and enter the
corresponding Minimum Personnel as needed. NOTE: Match ALL means that the search will retrieve only those
firms that match ALL of the Disciplines and Minimum Personnel selected. Match ANY means that the search will
retrieve those firms that match ANY (at least one) of the Disciplines and Minimum Personnel selected.

ACASS
SF330 Qualified Firm Search
Enter criteria from one or all of the following areas:

FIRM TYPE CRITERLA: [7] | Reset

[ Small Business [ Small Disadvantaged [ Woman Cwned [ Veteran Cwmed

. Retum to the hiain Ifenn

Firm Type Tab. Click on the Firm Type Tab and click on the box adjacent to the Firm Type(s) that apply. More
than one selection is allowed. If a user selects Small Business AND Small Disadvantaged, only those firms that
are classified as Small Business AND Small Disadvantaged will be retrieved. If a user wants to search for firms
that are classified as Small Business OR Small Disadvantaged, the Qualified Firm Search will have to be run twice.
Leave all boxes unchecked to include ALL Firm Types (Large and Small) in your search. Checking all 4 boxes will
yield only those firms classified as Small Business, Small Disadvantaged, Women Owned, and Veteran Owned.
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ACASS

SEF330 Qualified Firm Search
Enter criteria from one or all of the following areas:

GEOGRAPHIC CRITERIA: [7] | REsel

(Ctrl-Chek for Multiple Selections)

Arizona =l
Select Country:f Afghanistan A
Algeria
Argentina (Ctrl-Chelk for Multiple Selections)
Australia =l

[ Jeesct &0 Criteria
- Return to the Iiain Ivlerm

Geographic Tab. Click on the Geographic Tab to select at least one Geographic Criteria. ACASS allows a
maximum of 20, five-digit Zip Codes to be entered. A comma must separate each Zip Code and no spaces are
allowed. In addition, a maximum of 35, three-digit Area Codes may be entered. A comma must separate each
Area Code and no spaces are allowed. Any combination of Zip Code, Area Code, State and Country is allowed.
Example: If the user enters a Zip Code of 03801 (Portsmouth, New Hampshire) and selects the state of Maine, the
search will retrieve all firms meeting the Experience and/or Discipline criteria that are located in Portsmouth, New
Hampshire OR located in the State of Maine.

ACASS
5F330 Qualified Firm Search
Enter criteria from one or all of the following areas:

4+ Plaase note: SF330s more than one wear old may reflect outdated information.
0 411 SF3305 on fils (not more than 3 years old)
) Cmrent SF3305 (not more than 1 vear old)

SORT CRITERIs: 2] | REsel

&} DUNS
' Firm Name
. Country, State, Finn Hame

O Country, State, City, Firra Marae

- Fam Search

- Fiaset All Criteria
- Fetmmn to the Mlain Menn
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Data/Sort Tab. The Data/Sort Tab allows the user to specify additional data and sort options for the Qualified Firm
Search. The user selects the appropriate Data Criteria: All SF330s on file or Current SF330s. The user also
selects the Sort Criteria (DUNS; Firm Name; Country, State and Firm Name; or Country, State, City, and Firm
Name).

Click the Run Search button to produce a report that meets the specified criteria. The Reset All Criteria button
resets and clears all search criteria entered on all Tabs. The Return to the Main Menu button returns the user to
the Business Analysis Reports Main Menu. See next page for sample Qualified Firm Search Report.

ACASS - SF330 Qualified Firm Search Report - 09/27/2005

Criteria includes:

Ilatch &1L Disciplines:

3 - CADD Techrician - Ivlin Personnel: 0
7 - Biologist - IWin Personnel: 0

10 - Chernical Engiveer - Iin Persormel: 0
11 - Chemist - Ilin Personnel: 0

Zip Codes: 945068

Diata Critetia includes:
Crarrent SF330s (not more than 1 year old)

Sort by DUHS

Total firts Iatching Criteria: 01

List of Qualified Firms Firm Type

S CIVIE INC - WESTERI DIVISION L DUNE MNo.; 295000000
45 QUAKER FD Wiew SE23000L 05
NMEWPORT, C& 94508 54 Wiewr Sowards = 214
G10)701-3138 Wiew Evals = 11

un Another SF330 Qualified Firr Search Report
turn to the Iain Menu

Qualified Firm Search Report. The header of the Qualified Firm Search Report contains the search criteria that
the user specified. Always review the “Criteria Includes” to verify that the correct criteria was entered. The
“Total Firms Matching Criteria” is also provided.

The Qualified Firms Search Report lists all the firms (in this case one) that met the criteria specified by the user.
Click on View SF330/JUL 05 to view the SF330 Part Il using the Adobe Acrobat Reader. Click on the Awards =
214 to view the firm’s DoD Contract Award History for the past three years. Click on Evals = 11 to view evaluations
that have been completed on the firm within the past six years. NOTE: Clicking on Evals = 11 results in viewing
completed evaluations by running the Consolidated Report for the firm.

Click the Run Another SF330 Qualified Firm Search Report button to run additional reports. NOTE: If this option
is selected, all previous search criteria are retained for each Tab. Modify the existing criteria or click the Reset All
Criteria button to clear all fields.
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ACASS/CCASS REPORTS

The ACASS and CCASS applications provide a variety of reports (Evaluation Status Report, Contract Status
Report, Ratings Metrics Report, Processing Times Report) depending on a user’s access level. These reports are
used to help users monitor the status of the ACASS and CCASS processes. You will note some of the report
parameters or options vary slightly depending on the user’s access level, but the reports function the same and as
described in the following sections.

EVALUATION STATUS REPORT

The Assessing Official Representative, Assessing Official, Defense Contractor Representative and the
Reviewing Official Evaluation Status Report screens are displayed in the following examples. As previously
mentioned, slight variations of this report occur at different access levels and are described as applicable.

The Evaluation Status Report allows users to monitor the status of evaluations within their purview. The Evaluation
Status Report will display information as counts (e.g. number of evaluations complete) or a list of evaluations is
available that provides the user with read-only access to each evaluation. To run an Evaluation Status Report, click
the Evaluation Status Report button from the user's Main Menu. An Evaluation Status Report Parameters menu
will display.

ACASS - Evaluation Status Parameters

Data Options Report Options
& Include All 5! Counis
Group By: (& 4p
' Limit Data coptions displiy whin selected) O Conract At

{0 List of Evaluations (options displyy whn selected)

.I' nn Report

[Feturn to the Iilain lenn

If the user leaves the default values as Include All (beneath Data Options) and Counts (beneath Report Options)
and then clicks on the Run Report button, the report identifies the status of all the user’s evaluations by counting

the number of each evaluation at each step of the automated workflow process (shown below). Percentages are

also provided.
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Evaluation Status Report - 08/10/2005

DATA: GROUPED BY: A1l

AN Registered Initiated Drafied Rated Reviewed Finalized Compleied Totals

Counts 0 2 3 il a 2 1 2
0% 25 38N O 0% 25% 13%

TOTALS: 0 2 3 0 1] 2 1 L]
0% 25%  38% 0% 0% 25% 13%4

* §TATUS

Registered:The Contract is registered, No Fraluations have been initiated.
Inftiated:Eraluation initiated; waiting for &ssessing Official Fep to send to Assessing Official
Drafied: Evaluation initiated; waiting for Assessing Official signature.
Rated:5izned by Assessing Official, waiting for Contractor corments.
Reviewed:Signed by Contractor, waiting for Assessing Official to finalize.
Finalized:Fatings finalized; waiting for Feviewing Official coraents.
Completed:The Evaluation has been completed.

nn Another Evaluation Status Report
turn to the Tvlain hemm

Counts can be grouped by All or Contract Activity. NOTE: Focal Point Group By options include All, Contract
Activity and APM; Command POC Group By options include All, Contract Activity, APM and Focal Point; Senior
Command Official Group By options include All, Contract Activity and Focal Point; Senior Contractor
Representative Group By options include All, Contract Activity, APM and DUNS. All is the default value. The
Evaluation Status Report may be further qualified by selecting Limit Data under Data Options. Limit data allows
the user to focus in on or limit the report to specific evaluations. For example, the user might be interested in how
many contracts he or she has registered. To limit the report to registered contracts, the user would check the box
adjacent to Registered and click the Run Report button. Include All takes all the user’s evaluations into account.

ACASS - Evaluation Status Parameters

Data Options Report Options
O Include All & Counis
Group By: (30 4y
! Limit Data O Contract Activiny
Status: [] Registered
[T mtisted O List of Braluations coptions dicploy when selected
[T Drated
[T Raed
[T Reviowred
[T Finalizad
[ compleed
Phase of Completion: [ furim
O Fina
Contract Activity DODAAC: I
Contract Numher:l
[Faun Beport
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Select additional Limit Data parameters by clicking the box(es) next to the desired parameter. A check will now
display in the box(es). If a report by Contract Activity DODAAC is desired, enter the specific contract DODAAC in
the box provided. The report can also be run for a specific contract number by entering the contract number in the
Contract Number box. NOTE: The Focal Point access level may limit their reports by Contract Activity DODAAC,
Contract Number and APM; Command POC access level may limit their reports by Contract Activity DODAAC,
Contract Number, APM and Focal Point: Senior Command Official access level may limit their reports by Contract
Activity DODDAC, Contract Number and APM; Senior Contractor Representative access level may limit their
reports by Contract Activity DODDAC, Contract Number and DUNS. Click Run Report button to produce the
desired output.

To run an Evaluation Status Report that results in a list of evaluations, click the Evaluation Status Report button
from the user’'s Main Menu. The Evaluation Status Parameters menu will display.

ACASS - Evaluation Status Parameters

Data Options Report Options
& Include A1 & Counts
Group By: &0 ,p
7 Limit Data (options display when selected) O Contrac Activiee

{7 List of Fraluations (options display when selected)

Fun Feport

[Feturn to the Main Lienn
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Click on the List of Evaluations radio button under Report Options. A list of Data Columns to Include displays.

ACASS - Evaluation Status Parameters

Data Options Report Options
% Include Al {7 Counts foptions display whin selected)

{7 Limit Data qoptions displiy whan selected)

! List of Fvaluations
Data Columns to Include:
[ phase of completion [ Stanss
[T Contractor Due Date  [] Azt

[ Bitial Fee [T Total Fee
I_ Focal Point I_ Corrparys Hae
[ pms [T Bval Closed Date
[T Doue Date [T Modified Date
I_ Bececcor Office I_ Completion, Type
Sort By: (I Cantract Number =)
@) Mone) =
3N (Mone) j

To include any of these column names, click the box adjacent to the column name. A check will display in the box
adjacent to the column name(s) selected. The Evaluation Status Report may be sorted by up to three sort options.
Select the desired option(s) from the Sort By: drop-down boxes. Column Names that are always included in the
List of Evaluations are Notes, Viewed, Contract Number, Evaluation Date, User List, and Activity Log.

NOTE: Default column names for reports for Command POC, Senior Command Official, and Senior Contractor
Representative access levels do not include Notes, User List, or Activity Log.

To include all of the user’s evaluations, select Include All (if not already selected) beneath Data Options. Include
All is the default value. The user may choose to limit or filter the evaluations that he or she wants to include on the
report by selecting Limit Data under Data Options.

To limit or filter evaluations, select Limit Data and then select the box next to the desired parameter(s). A check
will display in each of the boxes selected. If a report by Contract Activity DODAAC is desired, enter the specific
contract DODAAC in the box provided. The report can also be run for a specific contract number by entering the
contract number in the Contract Number: box. NOTE: Focal Point access level may limit their reports by
Contract Activity DODAAC, Contract Number and APM; Command POC access level may limit their reports by
Contract Activity DODAAC, Contract Number, APM and Focal Point; Senior Command Official access level may
limit their reports by Contract Activity DODDAC, Contract Number and APM; Senior Contractor Representative
access level may limit their reports by Contract Activity DODDAC, Contract Number and DUNS.
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ACASS - Evaluation Status Parameters

Drata Options Report Options
' Include AD " Counis (options disploy whum selected)
¥} Limit Data
Status: [ Registered
[T Rutised (¥ List of Evaluations
[ Draed Data Columns to Include:
¥ Raed [ Phuase of Completion. ] Stams
¥ Reviemad [T coactor e Daee [ P01
[T Finsdized [ Butial Fee [ Total Fee
[ compled ¥ Focal o [ compay Hame
Phase of Completion: [T peerim 0 pums [T Eval Closed Dae
[ Fina I e Date [ Modified Date
I_ Dzezoor Office I_ Corrpletion Type
Contract Activity DODAAC: I
Contract Number;| Sori By: (1) Contract Number 7]
@ (Mone) j
3 (Maone) j

.I' eturm to the Ilain Iienu

Click the Run Report button to produce a list of evaluations. A list of evaluations based on the user’s selected
parameters displays. The Evaluation Status Report shown on the following page contains the Data Options and
Report Options selected on the Evaluation Status Parameters screen displayed above.



Evaluation Staius Repori - 08/10/2005

DATA: STATUS: Rated; Reviewed; SORTED BY: Contract Number;

Viewed Coniract Number Evaluation Date Current Status *Focal Point Due Date User List Activity Log

HNotes H451120100001 0771002005  Rated{OD) BETA TESTER 71002972005 [[sers]  [Log]
Totes H451127050011 071072005 Rated{CD0) BETA TESTER 71002072005 [Users] [Log]
Count: 2

X- indicates the record has been selected for viewing

* STATUS

Begistered:The Contract is registered, Mo Erealuations have been initiated.
Initiated:Fraluation initiated; waiting for &ssessing Official Fep to send to &ssessing Offivial
Drafied:Evaluation itiated; waiting for Sssessing Official signature.
Rated:Signed by & ssessing Official; waiting for Contractor corments.

Beviewed:Signed by Contractor, waiting for Sesessing Official to finalize.

Finalized:Fatings finalized, weiting fior Resdewing Official cormmerts.
Completed:The Evaluation has been completed.

ny Snother Evaluation Status Feport
tumm to the Ifain Mlenn

[Notes] — This option serves as “post-it notes” for each evaluation that has been started, but not completed. Click
on the [Notes] to enter or view notes that have been entered by the Assessing Official Representative, Assessing
Official, or Focal Point. (This feature is only available at these levels) Click on [Notes] and a Status Report Notes
pop-up displays. Enter notes in the New Note: field. Click the Save button to save the new note. Click the Close
button to return to the list of evaluations without saving new remarks.

ACASS - Sitatus Report Notes

Contract: M451120100001
Mew Mote:

Save | Close |
From Received

BETA TESTER 7| This 15 test one |02/1002005 05:5%

Contract Number - Click on the specific Contract Number and the evaluation will display in HTML format. Click
the View Evaluation as PDF button to view evaluation in Adobe Acrobat Reader. If the Assessing Official modified
the evaluation, the window contains a View Original Evaluation button. Click the View Original Evaluation
button to view the original evaluation. Click the Print button to print the evaluation on a local printer. Click the
Close button to return to the list of evaluations. A green x appears in the Viewed column adjacent to the contract
number for the evaluation that was just viewed.

Focal Point — Click on the Focal Point’'s name to view the Focal Point’s profile information, including Name,

Organization, Address, Email Address and Phone Number(s). Click the Close button to return to the list of
evaluations.

Users — Click on Users and a new window opens and presents the User List. The User List identifies all users who
have been given access to the evaluation.

[Spreadsheet] — Click on the [Spreadsheet] in the upper right hand corner of the list of evaluations to create a
Microsoft Excel version of the report.
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Log — Click on Log and a new window opens and presents the Activity Log. The Activity Log provides an audit trail
of the history of actions taken on the evaluation. For example, it identifies who has access to the evaluation and
when they were given access. The Activity Log also identifies when the applicable contract was registered, when
the evaluation was initiated as well as who took the action(s). A list of actions recorded in the Activity Log is

provided below:

Contract Data Entry Assigned (Name Listed)

Assessing Official Representative Assigned (Name Listed)

Assessing Official Assigned (Name Listed)

Contractor Representative Assigned (Name Listed)

Reviewing Official Assigned (Name Listed)

Contract Registered

Contract Registration Updated

Evaluation Initiated by Assessing Official Representative

Evaluation Updated by Assessing Official Representative

Evaluation Initiated by Assessing Official Representative and Sent to Assessing Official
Returned to the Assessing Official Representative

Evaluation Drafted by Assessing Official

Evaluation updated by Assessing Official

Evaluation Rated by Assessing Official and Sent to the Contractor

Evaluation Updated by Contractor

Contractor Review Not Completed; Email Sent to Contractor/Assessing Official.
Contractor Review Complete. Evaluation Sent to the Assessing Official.
Contractor 30-Day Review Expired; Email Sent to Assessing Official.
Evaluation Modified by Assessing Official

Evaluation Finalized by Assessing Official and Sent to the Reviewing Official
Evaluation Updated by Reviewing Official

Evaluation Closed by Reviewing Official

Evaluation Sent to Assessing Official

Evaluation Overdue (120 days); Email Sent to Assessing Official and Focal Point
Evaluation Entered by Focal Point

Evaluation Updated by Focal Point

Evaluation Closed by Focal Point
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CONTRACT STATUS REPORTS

The Assessing Official Representative, Assessing Official, Defense Contractor Representative and the
Reviewing Official Contract Status Report screens are displayed in the following examples. As previously
mentioned, slight variations of this report occur at different access levels and are described as applicable.

The Contract Status Report is designed to track the status of contracts. This report will show whether a contract is
current, due or overdue for a Final evaluation for all contracts under the user’s purview. The Contract Status
Report will display information as counts (e.g. number of contracts due for an evaluation) or as a list of contracts
that identifies the status of each contract (e.g. current, due, overdue) (See Contract Status Report Section for
more specific information)

To run a Contract Status Report, click the Contract Status Report button from the user’'s Main Menu. A Contract
Status Report Parameters menu will display.

ACASS - Contract Status Parameters

Data Options Report Options
& Include AL & Counis
Group By: & 4
{7 Limit Data (options dicplay when selacted) {7 Contract dctiviee

{0 List of Conitracts (options displey when selected)

.I' un Report

.I' eturn to the Ivain enu

If the user leaves the default values as Include All (beneath Data Options) and Counts (beneath Report Options)
and then clicks on the Run Report button, the report identifies the status of all the user’s contracts by counting the
number of that are current, due, overdue, or have a Final evaluation. Percentages are also provided. (see below)
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Contract Status Report - 08/10/2005

DATA: GROUPED BY: All

All Current Due Overdue Final Totals

Connts 1 10 3 2 ]
6% B3 195, 13%

TOTALS: 1 10 K] 2 16
6% 63 % 19 13%

* STATUS
Current: &1 required Evraluatinns for this contract have been completed or ave not set due.
Due:The latest Eralnation for this contract showld be in progress at this tivne.
Owerdue:The latest Esalnation for this contract has not been cornpleted within the 120 day penod.
Final:The Final Eraluation for this contract has heen corapleted, no finther Eraluation s are due.

un Arother Contract Status Report
turn to the Tlain hierm

To run a new Contract Status Report, click the Run Another Contract Status Report button. The Return to the
Main Menu button returns the user to the Main Menu.

Counts may be grouped by All or Contract Activity. NOTE: Focal Point Group By options include All, Contract
Activity, and APM; Command POC Group By options include All, Contract Activity, APM, and Focal Point; Senior
Command Official Group By options include All, Contract Activity and Focal Point; Senior Contractor
Representative Group By options include All, Contract Activity, APM, and DUNS. All is the default. Limit Data
allows the user to focus in on or limit the report to specific contracts. For example, the user might be interested in
how many contracts he or she has that are Due for an evaluation. To limit the report to contracts that are due for
an evaluation, the user would check the box adjacent to Due and click the Run Report button. Include All takes
all the user’s contracts into account.

ACASS - Coniract Staius Parameters

Data Options Report Options
) Include A1l & Counts
Group By: (7 ;1
¥ Limit Data ) Coparact Activity
Status: [ cumae
[ e {0 List of Coniracis joptions displyy when selectad)
[T overdue
[T Fina
Coniract Activity DODAAC: I
Coniract Nu.mber:l

.I' nn Beport

[Feturn to the Ilan Iesxm
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Select Limit Data parameters by clicking the box next to the desired parameter(s). A check will now display in the
box. If a report by Contract Activity DODAAC is desired, enter the specific Contract DODAAC in the box
provided. The report can also be run for a specific contract by entering the contract number in the Contract
Number: box. NOTE: The Focal Point access level may limit their reports by Contract Activity DODAAC, Contract
Number and APM; Command POC access level may limit their reports by Contract Activity DODAAC, Contract
Number, APM, and Focal Point; Senior Command Official access level may limit their reports by Contract Activity
DODAAC, Contract Number and APM; Senior Contractor Representative access level may limit their reports by
Contract Activity DODAAC, Contract Number and DUNS. Click Run Report button to generate the report.

To run a Contract Status Report and view a List of Contracts, click the Contract Status Report button from the
user access Main Menu. An Evaluation Contract Status Parameters menu will display.

ACASS - Contract Status Parameters

Data Options Report Options
& Inchude All & Counts
Group By: (& 4y
O Limit Data (options displey whan selected) O Contrant Aetiviny

7 List of Contracts foptions dicplay when selected)

.I' un Report

[Feturn to the Ilan ienu

Click on the List of Contracts button under Report Options. A list of Data Columns to Include displays.
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ACASS - Contract Status Parameters

Data Options Report Options
® Include All ) Counts (sptions displey when selectsd)

) Limit Data (options display when selected

& List of Contracts
Data Columns to Include:

[ somerd D [ Completion Date
O compay tere [ poms

M amodvame [ coupee vabe
[T Focal Poire [ arm

[T Last Fral Dare

Sort By: (1) Contract Numherj
) (Mone) j
@) (Mone) =

.I' un Report

[Fetum to the Ifain Idenu

To include any of these column names, click the box adjacent to the column name. A check will display in the box
adjacent to the column name(s) selected. The Contract Status Report may be sorted by up to three sort options.
Select the desired option(s) from the Sort By: drop-down boxes. Column Names that are always included in the
List of Contracts are Viewed, Contract Number, Status, and Due Date.

To include all of the user’s contracts, select Include All (if not already selected) beneath Data Options. Include
All is the default value. The user may choose to limit or filter the contracts that he or she wants to include on the
report by selecting Limit Data under Data Options.

ACASS - Contract Status Parameters

Data Options Report Options
O Include All ' Counts (options display when selected)
) Limit Data
Status: [V et
i {*) List of Coniracts
1 overdue Data Columns to Include:
¥ Fia O swwabae [ completion Dae
[ corpay ame [ puns
Contract Activity DODAAC: | [ i Fee [ Total Fee
Comrm:tNlunher:I I FocaPore [ apnr

[T Last Bval Date

Sort By: (1) Contract Mumber "I
2) (Mone) "
3y (Mone) <

[Feturn to the Ilain Ienu
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To limit or filter contracts, select Limit Data and then select the box next to the desired parameter(s). A check will
display in each of the boxes selected. If a report by Contract Activity DODAAC is desired, enter the specific
contract DODAAC in the box provided. The report can also be run for a specific contract number by entering the
contract number in the Contract Number: box. NOTE: Focal Point access level may limit their reports by
Contract Activity DODAAC, Contract Number and APM; Command POC access level may limit their reports by
Contract Activity DODAAC, Contract Number, APM and Focal Point; Senior Command Official access level may
limit their reports by Contract Activity DODDAC, Contract Number and APM; Senior Contractor Representative
access level may limit their reports by Contract Activity DODDAC, Contract Number and DUNS.

Click the Run Report button to view a List of Contracts. The List of Contracts example shown below is based upon
the Contract Status Parameters selected and shown above.

Contract Status Report - 08/10/2005
DATA: STATUS: Cuwrrendt; Due; Final; SORTED BY: Contract Mumber; Epreadshent]

Viewed Contract Mumber Statas  Due Dade Focal Pain
MASLII0IDO00]  Dioe 102972005 BET A TESTER. T

M4ILIZSCIIIL Dwe  JOI3/2005 BETA TESTERT
t.._.]j ]'.'T E i i Fu':l . ) CTER T
B43L13IS0005  Curent 032006 BETA TESTER Y
M43L1ZTIS000  Fisal - E STERT

i 0 0 Y 1042042005 BET A TESTER 7
MA3L1270500L2 Do I02BR005 BETA TESTER T
4311250083 D 100442005 BET & TESTER 7
MAILTFS0100 Do 1002972003 BET A TESTETR 7
H4311 2780101  Dioe 101452005 BETA_TESTER T
i ) o A 10472005 BETA TESTER 7
HM4511383TS D 1124672005 BETA TESTER T
MA311 20352000 D 1102802005 BET A TESTER T

Count: 13

%= incicabes 1he meord his bean selectad for viewing
* §TATUS
Curreni:& 1 requared Fyaluations for this contract heve been completed or are nod yet dus.
Drue:The labest Evaluslion far thas contract should be in pragress &l This b
Crwerdwe:The lalest Evalustion for thes conleact bas nol been compleled within the 120 day pernd.
Fimal:The Finsl Evalvation for this cordrac] hes been completed, no Quether Evalustion ¢ are de

jn A nother Conteaet Stetus Feporl

eture to ke Wiain Wepn

Contract Number — Click on the Contract Number to view all evaluations for the contract number selected. After
clicking on the Contract Number a pop-up window will open that lists all evaluations that have been started or
completed for the contract. Click on the contract number for the evaluation to be viewed and it will display in HTML
format. Click the View Evaluation as PDF button to view the evaluation in Adobe Acrobat Reader. If the
evaluation has been modified, the pop-up screen contains a View Original Evaluation button. Click the View
Original Evaluation button to view the original evaluation. Click the Print button to print the evaluation on a local
printer. Click the Close button to return to the contract status report. A green x will now display in the Viewed
column adjacent to the contract number viewed.

Focal Point — Click on the Focal Point’s name to view the Focal Point’s profile information, including Name,
Organization, Address, Email Address and Phone Number(s). Click the Close button to return to the list of
evaluations.

To run another Contract Status Report, click the Run Another Evaluation Contract Status Report button and

select new parameters from the Contract Status Parameters screen. The Return to the Main Menu button returns
to the user’s Main Menu.
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RATINGS METRICS REPORT

The Ratings Metrics Report option is available to Focal Points, Command POCs, Senior Command Officials,
and Senior Contractor Representatives. This report is provided to help users monitor the distribution of ratings
for completed evaluations.

To run a Ratings Metrics Report, click the Ratings Metrics Report button from the user's Main Menu. A Ratings
Metrics Parameters screen will display. The Ratings Metrics Report can be run to include all completed evaluations
by selecting Include All Dates or can be limited to a specific date range by selecting Evaluation Date Range and
entering the dates in the specified format. NOTE: Focal Points and Senior Command Officials may also limit the
report to a specific APM; Command POC may limit the report to a specific APM or Focal Point; Senior Contractor
Representatives may limit reports to a specific DUNS. Click the Run Report button.

ACASS

Ratings Metrics Parameters

& Include All Dates
) Fvaluation Date Range:

Fom{ | (owiddiyyyy)
Tof ]

APM:l ALL

The Ratings Metrics Report will display. NOTE: The below example does not show the entire report.

ACASS Ratings Meirics Report - 08/1072005

Diata: Fraluation Date: ALL; APM: ALL;

Overall Rating EXCEPTIOMALIVERY GOOD|EATISFACTORY|MARGINALUHNSATISFACTORY]
Creerall Rating 5 o o 1 4
Quality of A-E Services - Design/Services EXCEPTIOMALVERY GOOD|CATISFACTORY|MARGINALUHNSATISFACTORY]
i rehitectral 2 1 o 0 4
Strurtural 1 o o 0 2
vl 1 1 o 0 3
Ilechanical 2 o o 0 1
Electrical 1 o o 0 2
Fire Protection 1 1 o 1 1
Surveying, Mapping & Geospatial Infonmation Sves. 1 0 0 0 2
Cost Estimating 1 o o 0 1
Walue Engineering 1 o o 0 2

To run a new Ratings Metrics Report, click the Run Another Ratings Metrics Report button. The Return to the
Main Menu button returns the user to the Main Menu.
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PROCESSING TIMES REPORT

The Processing Times Report option is available to Focal Points, Command POCs and Senior Command

Officials. This report is provided to help users monitor the evaluation processing times for evaluations completed

within their organization.

To run a Processing Times Report, click the Processing Times Report button on the user’'s Main Menu. The

Processing Times Report displays.

ACASS Processing Times Re

vort - 08/10/2005

Average Processing Times (Days)

Month

== 120

g

Tatal

Rate

Comiractor
Commenis

Finalize

Review

2004-Aug

2004-Sep

2004-Cet

2004-Mow

2004-Dec

2005-Tan

2005-Feby

2005-1ar

2003-Apr

2005-1ay

oo o | ol o Do o jala o

oI ojo|jlo|lo|Io|lo|jao|lao|o

2005-Tun

'
—
o

2005-Jul

Olwio|lo|lo|lo|lo|le|o|lo|o|S

glwiojlolololo|o|lo|lQ|lala

=
ccccamocccma‘g

oo o)\ oo ||l oo |lalo

=

CIHDDDCIDDDDCIEI

L)

O |- | D)D) |||l )| a|la |

Select | Contract Activity [B] v click on a month sbove to see further details below.

I:IRetum to the Main Merm"

The Processing Times Report presents one year of data. The months displayed in blue indicate that evaluations

were completed during the month. For each month, the report identifies the number of evaluations completed; the

number of evaluations completed within the 120-day goal, and the number of evaluations that exceeded the 120-

day goal. In addition, the total average processing times are provided as well as the average processing times for

each major step of the automated workflow process. The Select drop-down box allows users to “break out” each
month by Contract Activity, APM or by Focal Point. Contract Activity is the default. Choose a selection from the
drop down bokx, if applicable, and click on the desired month to view a more detailed report.
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Monih: 2005-Jun

Average Processing Times (Days)
Coniract Activity Number of == 120 =120 Total Rate Coniractor Finalize BReview
Evaluations Days Days Comments
H45112 3 3 0 o1 20 -19 1

Click on a Contract &ctivity above to see frther details below.

I_IPetu.m to the Ivlam I'u'Ienu"

In this particular example, only one Contract Activity (N45112) applies to the user. To view the three evaluations
completed for the month, click on the N45112 (Contract Activity) and the report displays processing times

information at the evaluation level.

Manth: 2005-Jun Contract Activity: N45112

Processing Times (Days)
Coniract Mumber Evaluation Date Focal Point APM Total Rate Contractor Finalize Review
Comments
B451 127050003 0671652005 | BETA TESTER 7 (CPART) NAVSEALOGCEN & DETS al -1 30 .20 1
M451127050011 Q62702005  BETA TESTER 7(CPART) NAVSEALOGCEN & DETS o 1 1 1
30 -20 1

M451127050011 0672702005  BETA TESTER 7 (CPART) NAVSEALOGCEN & DETS o -l

IRehml. to the Main I‘u‘!enq"

The Return to the Main Menu button returns the user to the Main Menu.




Change User Profile/Switch Access Level

Change User Profile/Switch Access Level: This option is identified as Change User Profile at the Contractor
Representative, Senior Contractor Representative, Command POC, Senior Command Official, and Business
Analysis Reports access levels as they are not allowed to switch access levels. The Change User Profile /
Switch Access Level option is available at the Contract Data Entry, Assessing Official Representative, Assessing
Official, and Reviewing Official access levels.

The Change User Profile/Switch Access Level option is very important as it is used by users at all access levels
to maintain profile information up-to-date. For example, if a user’s email address changes, the user would access
the Change User Profile/Switch Access Level option to update the email address in ACASS and/or CCASS. The
Change User Profile/Switch Access Level is also used to change user preferences (receive optional email
notifications), to change a user’s password, and to switch access levels, where available. To update user
information, click the Change User Profile/Switch Access Level button from the Main Menu. The User Profile
Menu will display.

ACASS
User Profile Menu
b coess ]_wel;la-'-\saeaaing Oifficial j Switch
hange Uzer Information

hange szer Preferences

hange Login Password
eturn to the Ivlain henm

Click the Change User Information button and the User Information screen displays.

ACASS

User Information
(felds idensified with ®  are required)
= TTzer Name: IJDHN OOE

* Erail Address: LIOHN, DOE@NAVY.MIL
* Actrvty Name: [TESTING
* Street Address: 15 ANY STREET
= (ity, State, Zip: IAN YT
= Commercial Phome # [555-555-555
FAX # |
DSH Phone #]

. e TTser Inforrmation
. Feturn to the User Profile Ivlenu
. Feturn to the hain denm

The user is able to update any of the profile information fields noted above. Fields identified with a red asterisk (*)
are required. After all necessary changes are made, click the Save User Information button and a confirmation
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pop-up screen displays. Click the OK button. The Return to the User Profile Menu button allows the user to
continue with other User Profile options. The Return to the Main Menu button returns the user to the Main Menu.
A user may want to receive email notifications as evaluations move through each step of the workflow process. To
receive optional email notifications, click the Change User Profile/Switch Access Level button from the Main
Menu and the User Profile Menu will display. Click the Change User Preferences button and the User
Preferences screen displays.

ACASS

User Preferences

Send Email MNotification when an Fraluation is...
[ Initiated by Assessing Official Rep.
(% Drafted by Lssessing Official / Rep.
[w] Rated by Lissessing Official
%) Reviewed by Contractor
[W] Firalized by & ssessing Official
[w] Corpleted by Beviewing Official

. avve Preferences

. Fietumm to the User Profile heru
- Fieturm to the Inlain Ilenm

The user can select to receive optional email notifications by clicking on the box adjacent to the emails he or she
would like to receive. A check will appear in all the boxes selected. Some email options are mandatory and cannot
be de-selected. All mandatory emails are identified with a ‘radio button’ rather than a box. NOTE: That the User
Preference menu and its optional emails are not available at the Contract Data Entry, Senior Contractor
Representative, or Command POC access levels. Click the Save Preferences button and a confirmation pop-up
will display. Click the OK button.

The Return to the User Profile Menu button allows the user to continue with other User Profile options. The
Return to the Main Menu button returns the user to the Main Menu.

To change an ACCASS and/or CCASS login password, click the Change User Profile/Switch Access Level

button from the Main Menu and the User Profile Menu will display. Click the Change Login Password button and
the Change Login Password screen displays.

ACASS

Change Login Password H

Chrrent Passmrd:l

HMew Password: I

Confirm Hewr Passumn:l:l
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Enter the current password in the Current Password: box. Enter a new password in the New Password: box.

The small blue question mark (?) located at the top of the Change Login Password screen indicates that online help

is available for the change password feature. Click on the blue question mark to review the standard DoD
conventions that must be followed when creating passwords. The password will display as asterisks. Re-type the
password in the Confirm New Password: box. NOTE: Passwords are valid for a period of 90 days. If a user logs
onto ACASS and/or CCASS with an expired password, the Change Login Password screen is presented and the

user will be required to establish a new password. Click the Save Password button and a confirmation pop-up will

display. Click the OK button.

The Switch Access Level option is available at the Contract Data Entry, Assessing Official Representative,
Assessing Official, and Reviewing Official access levels. Switch Access Level allows the user to switch between
two or more roles only when the Focal Point has provided the user with multiple access levels. To switch access
level click on the Change User Profile/Switch Access Level button from the Main Menu. The User Profile Menu
will display.

ACASS
TUser Profile Menn

b ooess ]_we1;|Aaaessing Official j Switch
hiargze TTser Information
hiarge ser Preferences

harge Login Password

The Access Level drop-down box identifies each of the access levels the Focal Point has authorized. To switch
levels, select the desired access level from the Access Level drop-down box and click the Switch button. The
user will be taken to the Main Menu of the switched access level. The user will only have access to the contracts
and evaluations that have been authorized by the Focal Point for the switched level. NOTE: The switched access
level will remain in effect until the user switches to a different access level.

70



User Feedback

The User Feedback option is available at all access levels and allows ACASS and CCASS users to identify and
submit system problems, make suggestions for system improvements, or recommend changes in policy. To submit
comments, click the User Feedback from the user's Main Menu and a System Feedback screen will display.

ACASS
System Feedhack
Tope of Request: | 20)arnt vl
Requested Printity: | Salact j
Short Deseription: I
Dlegcription: =]

. bt Feedbark

Select the type of request from the Type of Request drop-down box. Select the priority of the request from the
Requested Priority drop-down box. Enter a brief description in the Short Description box and a complete
description in the Description box. Click the Submit Feedback button. Click OK when the confirmation message
displays. The help desk monitors ACASS and CCASS for all feedback submitted. Requests for enhancements
and policy changes are routed through the Configuration Management Board (CMB) for review, discussion, and
disposition. However, please be aware that the CMB currently meets three times a year. Users submitting
feedback will receive a response and an explanation of the CMB’s decision on whether or not an enhancement or
change will be accepted. The Return to the Main Menu button returns the user to the Main Menu.
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ACASS/CCASS EMAIL NOTIFICATIONS

The ACASS and CCASS applications will send the following email notifications:

An automatic notification will be sent to the Assessing Official and Focal Point when a Final evaluation is
due to be started. This email is weekly and continues until the evaluation is initiated.

An automatic notification will be sent to the Assessing Official and Focal Point when an evaluation has not
been completed within the 120-day goal (overdue). This email is weekly and continues until the evaluation
is completed.

When the Assessing Official Representative forwards an evaluation to the Assessing Official.

When the Assessing Official forwards an evaluation to the Contractor Representative.

When the Contractor Representative returns an evaluation to the Assessing Official.

When the Assessing Official sends an evaluation to the Reviewing Official.

The Contractor Representative receives an email when the Reviewing Official completes the evaluation.
An automatic notification will be sent to the Assessing Official and Contractor Representative identifying
evaluations that have been forwarded to the Contractor Representative for review and comment, but have
not been returned to the Assessing Official. This email is weekly and continues until the evaluation is
returned by the Contractor Representative or is retrieved by the Assessing Official after the 30-day
comment period has expired.

An automatic notification will be sent to the Assessing Official when the contractor 30-day comment period
expires. This email is weekly and continues until the evaluation is returned by the Contractor
Representative or is retrieved by the Assessing Official.

An automatic notification will be sent to the Focal Point identifying evaluations that are archived because
the completed evaluation is over six years old.
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USING ACASS/CCASS EFFECTIVELY

When Registering Contracts or Working on Evaluations:

The small blue question mark (?) indicates online help is available for the adjacent field.
Click on the blue question mark and the online help window opens.

A red asterisk (*) designates a required field. All required fields must be completed to
register a contract. However, evaluations can be started and saved without all required
fields being completed. For evaluations, required fields must be completed whenever
evaluations are validated and sent to the next workflow step.

A small calendar located adjacent to a date field allows the user to populate the date field
with the use of a mouse. Click on the calendar and select the correct date. This will
assure the date is entered in the correct format.

There is a character counter located at the bottom of data entry screens that help users
identify how many characters they have entered in text fields. Keep an eye on the
character field to determine how much text has been entered.

ACASS and CCASS have a time-out feature of 20 minutes. The time-out clock is located
at the bottom of data entry screens and appears whenever the system is idle (user not
typing). If the user has a data entry screen open and no work is performed for 20 minutes
the system will perform an automatic save. The time-out clock is re-set whenever the user
performs a save or clicks on any of the green tabs.

Ared bar =@&™ beneath a Rating Tab indicates that at least one element has been
rated.

General System Information:

Have you received an email advising that you have an evaluation to work on? Use the To-
Do List to open and work on the evaluation.

Use the Forgot Password feature to receive a system-generated, temporary password.
You will still have to remember your User ID. Your Focal Point and the Help Desk also
have the ability to reset passwords.

The Evaluation and Contract Status Reports are available to help monitor the status of
contracts and evaluations.

Run an Evaluation Status Report (List of Evaluations) to identify who has access to an
evaluation (User List) or to find out the history of the evaluation (Activity Log).

73



	OCTOBER 2005
	
	
	Foreword



	Table Of Contents
	
	
	
	
	
	
	Access Authorization:  This option is used by Focal Points to provide access to ACASS and CCASS, to modify existing user accounts, to view a list of existing users, to transfer access from one user to another, and to assign an Alternate Focal Point.  To
	�
	Senior Command Official Access Authorization:  This option is used by the Command POC to create and manage all Senior Command Official user accounts within the applicable service, agency, or major command.  Each Senior Command Official will be given acce
	View Contractor Reps:  This option allows the Senior Contractor Representative to quickly identify all Contractor Representatives (and view their contact information) within the corporation who have been authorized to enter comments on ACASS and/or CCA
	To-Do List:  This option allows the Senior Contractor Representative to identify all evaluations that have been forwarded to the corporation, its divisions or subsidiaries, for contractor review and comment.  The evaluations identified on this list requi
	�







	The Business Analysis Reports access level is available to Government personnel only.  The Consolidated Report allows users to retrieve completed past performance evaluations, DoD contract award information, and Architect-Engineering (A-E) qualificatio
	Consolidated Report.  The Consolidated Report is 
	SF330 Qualified Firm Search.  The SF330 Qualified Firm Search is available in ACASS only.  Users can search all SF330 Part II information that has been transferred to ACASS from the Federal Online Representations and Certifications Application (ORCA). 
	
	
	EVALUATION STATUS REPORT
	User Feedback




